In-Tend Supplier- Document Return User Guide

Page 1 of 4

Access to the Portsmouth City Council portal of in-Tend e-Sourcing Management system is via the URL
https://in-tendhost.co.uk/portsmouthcc

Once you are on the Home Page you are advised to save the In-Tend site to your favourites list for returning

your completed PQQ, and to communicate with us on this and any future projects.

This guide has been provided as a supplement to the on screen instructions and the on screen help button
avaliable throughout the site

As a registered users you will have

= Logout

what do I da next?

= Homae Walcome to the secure area of the web site.

. . = Caorraspondence
more Optlons avallable to you i gg??;sepgﬁ;rence = To see a list of all tenders you are involved in click the My Tenders button, This is where
i i ili = Detail you will be able to view any documents you have been sent, make your return and check
including the ability to send ompany Detalls el
correspondence > Actions

To access documents associated
with a project choose

My Tenders

Step 1
Find the project and click on Tender Details to access the screen below.
Identify the stage you wish to make a return for and click on View Documents

J Tender Stages (latest first)

> My Tenders
Currant Tenders
Forthcoming

Kl
L

3

-

To view the documents assodNated with the warious stages of this tender, click on the appropriate

"Wiew Documents" button.

Description Options
Pre Qualification Questionnaire Wi

Building S8ervices Engineering Gonsultant - New Special School

Description

Portsmouth City Council are seeking a Building Services Engineering
Consultant to provide a new school for children with profound and
complex special needs. The school will be approximately 3500m2
and will cater for up to 110 pupils aged 0-19,

Appointment of the Building Services Engineering Consultant is
anticipated to be made in May with construction envisaged to
commence early in 2005 for completion by Summer of 2006,
Contract value is expected to be approx £6m.

Skills and experience required will include the following;

1. Proven design experience and understanding of the principles of
low energy, sustainable buildings.

To express interest in a tender click the Current Tenders button.

To view the history of your correspondence click the Comrespondence hutton,

Tenders = To send correspondence click the Create New Correspondence button,
= Awarded
Tenders Portsmouth Gity Gouncil procurement policies and initiatives.
= My Contracts = For further information on Portsmouth City Council procurement policies and initiatives
> New Contracts please click an the following link.
= Current
Contracts http: /fwewew portsmouth. gov, uk /procurement/
= Contracts
Expiring
= Help
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Step 2
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If you have not downloaded the documents on to your hard drive do so now.

Tender Documents Received

Document Title
Cowering Letter

Wehicle Tender.doc

Default Notice.doc

wehicle Schedules 1.doc

Tender Schedule.xls

Document Type
Downloadable File

Downloadable File

Downloadahble File

Downloadahble File

Downloadable File

Options

This example is for the tender
stage however the PQQ stage
would follow the same procedure
but is likely to only have one
document available to download

Click on Save Document and save
to your hard drive

Please note you should not attempt to complete PQQ’s or Tender/Quotation Documents on line (Only
System Questionnaires should be done online), these should be downloaded onto your hard drive, and
completed within your own environment, before logging back onto In-Tend to make your retur n.

Step 3

When ready to make your

return click on the
Browse button

Step 4

Tender Documents Received

Document Title

Covering Letter

Wehicle Tender.doc

Default Motice.dac

Wehicle Schedules 1.doc

Tender Schedule. xls

Document Type

Options

Downloadable File

Downloadahle File

Downloadable File

Downloadahle File

Downloadable File

Your Documents for Return

Mo files have been attached to the return, use the option below to attach your files.

Attach File To My Retwen

Browse.

It is not possible to post your return as no files have been attached to be returned.

Identify the file you wish to attach, as your return, from your LAN / hard drive.

72 Document Management - Portsmouth City Council Electroni

Choose file

Lok in: [ General

= = = ok E-

0302284 Draft.doc

% | account Checks Traking Form.doc
[ 1F021112 D3B Reports.doc

[ Fax ko Bartlett Collins.doc

[ |Financial Appraisals 030403.dac
¥ |Financial Appraisals aug.doc

% | Ge030501.doc

f1n-Tend Test.doc

| [E]outlook Memo 021114.doc

[ Outlook Training. doc

% Freq.doc

|

B Frocurement Folicies. rtf
Request Form.doc
B sHAKES. doc
B Telephone Card.doc
B Tender Advertising Guoke Search Engit
B Time sheet project codes.doc
B various Checks.doc

I |

File name:

=1 Open |

Files of tpe:

[anFiles (-1

~ Cancel |
= =

Tender Schedule.xls

Downloadable File

Bl | |

Options

|

Your Documents for Return
Mo files have been attached to the return, use the option below to attach your files.

Attach File To My Return

CiDocuments and Seftings1035xepribly Docurnentd[ Browse.

It is not possible to post your return as no files have been attached to be returned

Double click and then hit
the

Attach File To My Return
button.

Note: You will only be able
to attach one file at a time.
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Tender Documents Received

Document Title Document Type Options
Covering Letter Downloadable File
wehicle Tender.doc -l Attachment Uploading -- Web Page Dialog 53 |

Default Motice.doc Attachment Uploading

Wehicle Schedules 1.doc
Uploading "C:\Documents and
Settings\025:xxpriiMy Documents\My
Tender Scheduls.xls DocumentsyGeneral\In-Tend Test.doc™...

If you wish to cancel the upload, please press the

vour Documents for Re STOP button in the main window,
Mo files have been attac
[Fktps:dfwms.in-tendhost. com/ports [ Internet

Attach File To My Return

CiDocuments and Setlings'25omnily Docurnentd|Browse.

Your file has been attached to the return

Return To Document Management

(Please do not use your browsers “Back” button)

nfo¥ision Systems Limited 2001-2004. All rights reserved.

Co right
The unautharised rapl’nductmn or distribution of this software may lead ta a civil and/or a criminal prosecution.

During the tendering/quotation stage you may be required to return more than one document in which case
Click on Return To Document Management and repeat process for any other files you wish to attach to

your return.

Step 5
Caution:
In many instances you may only be able to make one return!!
Therefore ensure you have identified all the correc  t files, that these are complete and that all
supplementary documents have been attached prior to hitting the Submit Return Button.

Once you are happy that you have attached all documents required to be returned hit the Submit Return

button.

WARNING
If you have a number of documents to return leave yourself plenty of time to upload and hit the submit
button. The button must be hit before the Time Remaining in the Server Time box shown at the top of the
page reaches zero, the count down will not stop because you are loading documents!!

Your Documents for Return

YOU must be able to see a” Document Title Document Type Status Options
documents yOU W|Sh to return In-Tend Test.doc File attached for return
within this box before making your >

submission. If one is missing

repeat steps 3 & 4 before hitting ““““ LleTo v Retum

” Browse..

Submit Return

When you are confident that you have attached all necessary files, please click the 'Submit
Return' button.

Please note: It is only possible to submit your return ONCE - no subsequent submissions or

Submit Retun

Where an option exists to make additional returns, ensure you include all relevant documents within this new
return.

Note: All returns are time and date stamped. Your last return will therefore be accepted as final submission
and be regarded as your Official Return.
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Upon submission the system will provide you with a receipt for the documents you have submitted with the
option to print this off

Receipts can be obtained at a latter date from the View Tender Details screen (Fig 2) and taking the
View Tender History option

[

To wiew the tender documents click on the associated Yiew Documents buttan,

I

Tender Stages {latest first) g
Stage Description Options
Tender Please find tender documents as listed below, i !

if any documents are missing please inform

ASAP

k 1 Terms & Conditions
2 Specification
3 Declaration

4 Cost proposal {Tender return)

Document 4 must be returned before the
closing date and time 12 noon 29th March

Status of Stage: Your return has been received by us.
Closing Date: 28/03/2007 12:00:00

PQQ Please camplete and return the POQ by the
closing date of the 29th March 2007

Closing Date: 22/03/2007 17:00:00

Forgotten Passwords
A send reminder button appears on the logon screen

Account locked
Call Portsmouth City Council ICT Security +44 (0) 23 9283 4781. This number can not provide password
reminders or technical help in any way.

Technical Help
If you can not find the help you need on line call Software Support +44 (0) 1332 869400

Tender/Quotation Info

Requests for information on a project should be made via the correspondence function within the software
wherever possible as a last resort call the System Administrator in Portsmouth on +44 (0) 23 9283 4918
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