USING PROACTIS AS A SUPPLIER:

SUBMITTING /A RESPONSE...

Alternatively, If you were invited to view the tender, or linked by
category choices, you should receive a message notification
about the tender opportunity.

This contains a link to the tender.
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The link will take you to the dashboard, where you can open the
tender to view it, and see the status of your submission.

Activity : PWD Cleaning service
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Now you can see:

Information about the tender
Any attachments to download
Terms and conditions
Any messages and clarifications
What you need to do to complete your response
How much time is left to submit a response
REMEMBER ONLY LOOK AT THE TIME IN THE COUNTDOWN
BOX IF YOU ARE IN THE FALKLANDS as the time in red is UK-
time. FIG sets tenders to close at 4pm Falklands-time

Agtivity summary

Acinity mioematon o W TEn Dwading & tme remaning

Buysr: Fabdand slands Govemmant

M reuponsa to this sctivity cam ba submitied no later thas
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To start, click 'Start my response’'. This also confirms your
intent to respond (though it is still possible to opt out at any
point in the process).



In "Your response summary' and can:

@ Input your prices
@) Upload and attach response documents
@) Accept the terms and conditions

To begin putting a price in the 'ltem breakdown' select 'Edit'
(you will need to do this again on the next window)

Your response summary ——

Response information w Deading & lima remaning &

Supplien:  WcShans Sopplers Lid Compady Tef frsmber: Nand
A responsa 10 this sctivity cam be submined me later thas
Werkgroup: Saks Company address: Foss Road Wast
Sunbey 27th August 2022 at 10:00 PM
Workgreep comecrs:  Helen MeShans D (Han-LIKy
Faldand Istands Time remaining o
Activiey id:  DNG1T26T6 FaO0 122
Wabshie: None
Redponss Wl: R10B21565E
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download the item breakdown

\. spreadsheet to fill out offline
on Excel.

You have cempleted 0% of the available prices

Eluest You can then re-attach the
If you prefer you can download an Excel version of of this item com p | ete d Vers | on, w h |C h
breakdown and complete offline. . ! .
should input all of the figures
You can then upload the completed item breakdown by clicking the |nt0 th e p ane I .

button below.

Upload item breakdown

This can be helpful if you are
providing prices for multiple
Il::: breakdown - item 1 of 1 itemS.
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Cleaning saries
Unit of moasure
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Quantity

3

Buyer commant

Unit price @

Price paor unit (€]
1000000

Cwerall price |£)

300000

Pe—— Do not enter a £ symbol as
| the system will not accept it.
Numbers must be entered
without commas, and to two
decimal places. E.qg.

£10,000.00is 10000.00




Once you are happy with your prices, close and return to the
response summary.
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If the 'ltem breakdown' box has not been included in the tender
or you are having trouble getting it to work, we recommend
attaching your prices as excel spreadsheet APPENDIX 5-
PRICING SCHEDULE in the 'Response Documentation Files &
Links' section

Responsa documentation, files & links (0) w

Mo attachmants

Once you have filled out the Appendices requested in the
Supplier Guidance (including prices, any quality questions if
requested) you can attach and upload the documents back on
to Proactis.

(If responding to a quick quote you may only need to provide a
price without quality, but if unsure check with the Procurement
team).

Attachments (x]
Show wablinks :

File upload mules:
o Maximum file size: 1000ME
= Walid file types: b, rif, mpp, ved, dwg, rar, mag, ics, gif, jpg, png, jpeg, 1T, 1,
zZip, pdf, doc, xis. ppt, docx, xisx, pptc. mp3. mov. mda, swf, wmy, mpg,
mpeg, avi wav, odl. odp, ods, numbers, pages, xer

Start uplo xd

The number in red shows you how many attachments have
been successfully uploaded.

Response documentation, fles &1inks (4) &) & A0
Title Type Size

&’ Appendix 3 Supplier Contact Information docx 13 KB ]

&’ Appendix 4- Response to Qualty Criteria docx M KB ]

&  Appandix 5 Pricing List s SKB [

&’ Appendix 6 Conflict of Interes! Declaration docx 17T KB ]




Next, download and read the Terms and Conditions. These
provide an example of what the contract between yourself and
FIG will consist of. FIG's Statement of Business Ethics is also
included.

To continue click the green tick option to accept.*

Terms & conditions (1) @ l'fr'n-:'.'l:: peirmes b poncitioers P Decing berms & condiions

Title

& Smeeent of Business Eihics

*|f successful on winning tender, suppliers will have the opportunity to review and ask any
questions before signing.

Terms & conditions (1) & xnecl ne terms & conditions

Title

&  Statement of Business Ethics ¢ You have acknewledged your acceptance of the listed terms & conditions.

Your response Response history

Now your response checklist boxes

The checklist below shows the current status of your response 1o this

should have all gone from red to actity
green (except the Iast One!) This is your response submission progress checklist:
Click the flashing green button to i i

. Indicated intent to respond (08/08/2022 18:17)

Smeit your response . Started to draft your response to this activity

. Provided at least one price against item breakdown
@ Urioadad at least one attachment

. Accepled terms & conditions fully or in part
Almost done, all you need fo do now is.....

. Submit your response

Options currently available to you are.....
Submit response S

The status of your response will now change to submitted.
However you can go '‘Back to summary' and amend your response as
many times as you like before the closing date.

The Procurement team will only receive the final version.

Your response summary - Submitted - 5th August 2022 at 8:34 PM
Responsa information & Ceading & tima remaming
Supplier: MicShane Supplers Lid Company reg musber: Hons A respensn 10 this sctivity cam be submitied s Late thas
Workgroup:  Sabs Company address:  Fioss Road West 24th August 2022 at 8:00 PM @
Woikgroag comblts!  Hilen MuShane glﬂu:'._’.nm-uﬂ:\ Tirres remaining o
Faland |slandh
Aetiviny id:  DRE1T2653 FIOO 122
Webshe: Nont
Response id: R1MZISE3E
Response documentation, fles £ links (d) @ . .
Your response (Version 1 — Submitted) Response history
. . . The checklist below shows the current status of your response to this
N.B.- You will still be able to view activit
p revious versions. This is your response submission progress checklist:

You have successfully.....
. Submitted your response (Version 1 - 05/08/2022 20:34)

e

Options currently available to you are.....
[ FULC e Vigw submitied response Opt out



TENDER DOCUMENTATION

SUBMISSION CHECRLIST:

TERMS & CONDITIONS:

Appendix 1- Award Letter
Template of the contract agreement format

Appendix 1B- Statement of Business
Ethics

DOWNLOAD AND READ:

Supplier Guidance

Appendix 2- Specifications

This could include:

Details about the services or goods required
Product Specifications

Diagrams, site maps, photographs

COMPLETE AND RE-ATTACH:

Appendix 3- Supplier Information

Appendix 4- Response to Quality Criteria*
*A Quick Quote might not require this

Appendix 5- Pricing Schedule
Appendix 6- Conflict of Interest Declaration
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