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The information supplied by The Crown Estate,

including any information supplied through the Portal,
has been prepared by The Crown Estate in good faith

but does not purport to be comprehensive or to

have been independently verified. Bidders should

not rely on the information supplied by The Crown Estate,
including that contained within the Portal, and
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the accuracy of such information.
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Introduction

This guide is provided to help prospective bidders (Bidders) register on The Crown Estate’s
(TCE's) Jaggaer portal (the Portal) and enable Bidders to access and complete:

e the registration of appropriate organisations and Bidders;

e the request to access the Round 5 Pre-Qualification Questionnaire (PQQ) on the Portal;
and

e submit a PQQ response.

For the purposes of the Portal, prospective Bidders are referred to as ‘Suppliers’ and TCE is
referred to as the ‘Buyer’. All Figures shown in this document are purely illustrative and may
not exactly resemble the display on the Portal you access.

For Portal purposes, legal PQQ questions are contained in the Qualification Envelope,
technical PQQ questions are contained in the Technical Envelope and financial PQQ questions
are contained in the Commercial Envelope.

Within this guide some terms are highlighted in bold text. Bold text is used to reference a
function, button or Section of the Portal. Other capitalised terms, not highlighted in bold text,
can be referenced in Annex 1 - PQQ Glossary of the PQQ which can be accessed from the Portal
after access to the PQQ is granted to you by TCE.

The Portal can be accessed using the following link: https://etendering.thecrownestate.co.uk.
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1. Overview

1.1 This Section provides an overview of the processes Bidders need to complete via the

Portal during the PQQ stage.

1.2 If you have previously registered for on the Portal, you can progress to Section 6 of this

guide.

Register on the Portal
Sections 2-5

Request access to the
Round 5 PQQ

Sections 6-11

Complete the 'intention to
respond' confirmation of
the Round 5 PQQ

Section 12

Access and download the
Round 5 PQQ
documentation

Section 13

Add further Users to your
Round 5 PQQ response as
necessary

Section 14

Raise any necessary
Clarification Questions via
the Portal using the
required question template

Section 15

Draft responses to the
relevant PQQ Questions as
contained within the
appropriate Envelopes
(Qualification, Technical
and Commercial)

Sections 16-18

Complete the Bidder
Checklist question for each
Envelope by checking all
necessary PQQ Questions
have been answerered
appropriately

Section 19

Submit the PQQ Response
Section 19

Figure 1 - Overview of PQQ processes to be completed on the Portal.
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2. Landing Screen

2.1 This Section describes how you can register and create an account from the landing
screen of the Portal.

2.2 The following link will take you to the landing screen of the Portal:
https://etendering.thecrownestate.co.uk

2.3 We recommend clicking on How to register and viewing the video guidance before
starting the registration process. The video guidance is provided by the Portal provider,
Jaggaer, a supplier to TCE.

2.4 The Register button should be clicked to begin the registration process, as shown in
Figure 2.

THE CROWN
@9 ESTATE,, .

Welcome to The Crown Estate eTendering Portal

Login eTendering helpdesk
Username This website provides a suite of collaborative, web-based tools that enable procurement Meed assistance? )
) : i g d Please contact our eTendering
3 = professionals and suppliers to conduct the strategic activities of the procurement lifecycle helpdesk (24x5):
ASEWON
over the infernet. It provides a simple. secure and efficient means for managing tenderin
. 5 Ll a Supplier Technical Support
activities reducing the time and effort required for both buyers and suppliers. 3 _
International Phone Numbers
E customersupport@jaggaer.com
[ call me back
Register
How to register Links
Register 44—
Forgotten password The Crown Estate website
Offshore wind energy
Wave & fidal

Figure 2 - Landing Screen.
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3.  User Agreement — Registering an Account

3.1 This Section describes the User Agreement you will need to agree to when registering
for an account on the Portal. The User Agreement governs your access to and use of
the Portal.

3.2 After clicking the Register button as shown in Figure 2, you will be prompted to review

the User Agreement.

3.3 You must confirm that you have read and agree to the User Agreement by clicking
the I agree tick box, as shown in Figure 3.

3.4 If you select I do not agree, you will not be able to create an account.
3.5 Click the Next button to finalise your selection.

3.6 If you wish to download and share the User Agreement, click the Adobe PDF File
button to download a PDF version of the User Agreement.

INAGGA=S=0N= 11:17 Greenwich Mean Time b 3

User Agreement Adobe PDF File Switch To Accessible Controls Close

USER AGREEMENT

1. Introduction

1.1. This User Agreement between The Crown Estate eSourcing Paortal (the Buyer) and the Supplier governs the access and use of the eSourcing
System (the System) by the Supplier to respond to an invitation from the Buyer to participate in a procurement exercise.

1.2. A procurement exarcise may include a Pre-Qualification Questionnaire (PQQ), a Request for Information (RFI), an Invitation to Tender (ITT), an
Invitation to Megotiate (ITN), an Invitation to Participate in Dialogue (ITPD), an Invitation to Submit Final Offer (ITSFO), Invitation to Submit Final
Tender (ITSFT), a Best And Final Offer (BAFO), a Request for Proposal (RFP), a Request for Quotation (RFQ); an electronic Auction or an electronic
Contract. This above list of individuzal procurement exercise processes is indicative and a non-exhaustive representation of commonly used
terminology. Buyer Organisations may have their own, unigue terminology to be applied on a case by case basis.

1.3. The System is provided by BravoSolution UK Ltd and operated by the Buyer. This User Agreement applies to the Supplier's and its Supplier
Users' access to and use of the System. The Supplier acknowledges that by a Supplier User accessing the System using the user ID and password
provided by, or on behalf of the Buyer, the Supplier agrees to be bound by this User Agreement.

1.4. The Supplier shall only use the System to respond to an invitation to participate in a procurement exercise in accordance with this User
Agreement and any further rules expressed and presented in the System. In the event that there is any conflict between this User Agreement and
any such further rules, then the provisions of such further rules shall take precedence over this User Agreement.

2. Access -

I have read and agree to The Crown Estate eSourcing Portal User Agreement

| agree

| do not agree

Figure 3- User Agreement.
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4.1

4.2

4.3

4.4

Registration Data - Organisation Details and User Details

This Section describes how to complete the Organisation Details and User Details
Sections of the Registration Data page on the Portal.

You must provide the Organisation Details and User Details, as shown in Figures 4
and 5. All questions marked with an (*) must be completed.

The User Details should be provided for an individual within your organisation who will
be responsible for requesting access to the PQQ and submitting a PQQ response. This
individual will also be responsible for managing other functions of, and communications
via, the Portal.

After entering your Organisation Details and User Details, click the Save button to
proceed, as shown in Figure 4.

IAGGASS=N= 11:21 Greenwich Mean Time X

Registration Data e Close m

~ Quick Navigation i ~ Qrganisation Details

Organisation Details )
* Organisation Name

User Details
* Address line 1
* City
* State/County
* Postal Code
* Country
UNITED KINGDOM -
* Main Organisation Phone Mumber

Organisation Fax Number

* Organisation Email Address

Figure 4 - Organisation Details.
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v User Details

Title * Last Name
_— A

* First Name * Telephone

Mobile (please enter "+" "country code" and "your mobile Fax Number

phone number” with no spaces,

* Primary Email Address IMPORTANT: This email address Role within Organisation
will be used for access to the site and for all
communications. Please ensure you enter the address
correctly. Please use ;' (semicolon) to separate mulftiple
addresses.

Figure 5 — User Details.
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5.  Registration Confirmation

5.1 This Section explains the Registration Confirmation process.

5.2 After completing the Registration Data section, you will be taken to a Registration
Confirmation page on the Portal, as shown in Figure 6.

5.3 You will receive an email confirming your registration to the Portal. The email will
contain your Portal login details (being your username and temporary password).

5.4 You can click the Close Window button to close the Registration Confirmation
message and return to the login landing page.

Please Note: The email containing your username and temporary password can take time to be
delivered to your inbox. Please allow a few hours for the email to be delivered and check for the
email in your junk/spam folder before contacting Jaggaer and/or TCE regarding User
Registration. After receiving this email, you will be able to update your password when you
next login to the Portal.

JAGGA=S=N= 11:44 Greenwich Mean Time

Reqgistration Confirmation Close Window

& The Registration Process is complete. Your account has been activated and an email sent to confirm this.

Log in with your Username and Password to access the platform.

Figure 6 — Registration Confirmation.
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6.1

6.2

6.3

Main Dashboard

This Section describes how Bidders can login to the Portal to access the Main
Dashboard.

The main dashboard is accessed from the Portal Landing Screen shown in Figure 7.
Use the login credentials you received (as set out in Section 5.3 of this guide) to login
to the Portal via the login box on the landing screen, as shown in Figure 7.

After clicking the Enter button you will be taken to the Main Dashboard which is
where summary information regarding the Round 5 Portal process can be viewed, as
shown in Figure 8.

THECROWN
@ ESTATE,, .

Welcome to The Crown Estate eTendering Portal

Login eTendering helpdesk
Username This website provides a suite of collaborafive, web-based tools that enable procurement MNeed assistance? )
Please contact our eTendering
B 4 professionals and suppliers to conduct the strategic activifies of the procurement lifecycle helpdesk (24x5):
ASSWOT
the infernet. It id imple, d efficient i ing tenderi
cwe.r. .em em? DI‘O\IfI s a simple secyre and efficient means urrna.nagmg endering Simplics Technical Support
activities reducing the time and effort required for both buyers and suppliers. & _
International Phone Mumbers
Enter|
B customersuppert@jaggaer.com
[+ call me back
Register
How to register Links
Register
Forgotten password The Crown Estate website

Offshore wind energy
Wave & fidal

Figure 7 - Landing Screen.
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JAGGA=R-0ONZ= 11:03 Greenwich Mean Time

Main Dashboard

CONTRACTS IN NEGOTIATION

“ou are not allowed to access the content of this Portlet

MY RUNNING SURVEYS

“ou are not allowed to access the content of this Portlet

PQQS/ITTS OPEN TO ALL SUPPLIERS

CURRENTLY OPEN NEXT CLOSING DATE

Figure 8 - Main Dashboard.

NEW MESSAGES (LAST 30 DAYS)

© No unread Messages

MY PQQS WITH PENDING RESPONSES

@ NoPaas to display

MY ITTS WITH PENDING RESPONSES

© NoTTsto display

Welcome Bidder Name &,

# S

OPEN AND PENDING AUCTIONS

© No Auctions to display

QUICK LINKS

STANDARD LINKS
My Auctions
Projects
My PQ@s
My ITTs
Directories
Organisation Profile
My Categories

Published Opportunities
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7.  Accessing the PQQ

7.1 This Section describes how to access the PQQ.

7.2 If necessary, re-enter your login details on the landing screen to access the Main
Dashboard Section of the Portal.

7.3 From the Main Dashboard, or elsewhere on the Portal, click the globe icon to enter
the Sourcing menu, as shown in Figure 9.

7.4 Click on the PQQs button and then click the PQQs Open to All Suppliers button, as
shown in Figure 9.

7.5 Bidders must click on Request to access the Round 5 Pre-Qualification
Questionnaire within the PQQs Open to All Suppliers, as shown in Figure 10.

IAGGA=R=JNN= 12:34 Greenwich Mean Time

>

Main Dashboard 3

O

. S (LAST 30 DAYS) OPEN AND PENDING AUCTIONS
Sourcing PQQs

Projects My PQQs

ead Messages o No Auctions to display
PQQs PQQs Open to All Suppliers

ITTs

Auctions

Published Opportunities

MY RUNNING SURVEYS MY PQQS WITH PENDING RESPONSES QUICK LINKS
You are not allowed to access PaQ BUYER TIMETO PaQ STANDARD LINKS
the content of this Portlet TITLE ORGANISATION  CLOSE cLosir My Auctions

DATE/1
Projects

Figure 9 — PQQ’s Open to All Suppliers.

PQQs
My PQQs PQQs Open to All Suppliers
&
-
= Showing Result 1- 1 of 1 Show: 10 v
.J PQQ CODE PQQ TITLE PROJECT CODE TIME LIMIT FOR EXPRESSING PQQ STATUS BUYER ORGANISATION
INTEREST T
1 pag.97 Request to access the Round 5 Pre.  <rejemtedi—— 10/01/2024 12:00 Running The Crown Estate

Figure 10 - Request to access the Round 5 Pre-Qualification Questionnaire text button.
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8. Bidder Acknowledgement

8.1 To access the PQQ, you will be required to agree to the Bidder Acknowledgement.

8.2 You will only be required to review and agree to the Bidder Acknowledgement once
on the Contract Acceptance screen when you click Request to access the Round 5
Pre-Qualification Questionnaire for the first time.

8.3 To continue you will have to confirm that you have downloaded, read and agree to the
Bidder Acknowledgement by clicking the I Agree to All Terms and Conditions
box, as shown in Figure 11.

8.4 You must download and view the Bidder Acknowledgement, otherwise you will not
be able to Confirm your acceptance.

8.5 If you select I don’t agree, you will not be able to proceed further.

8.6 Click the Confirm button, as shown in Figure 11, to finalise your selection and progress
to the Express Interest Section.

< Contract Acceptance cancel 47

| 0 Please download and read the Terms and Conditions Document available below. Please confirm your agreement in order to have access to the details of Negotiation
| 0 You must first download the Terms and Conditions Document by clicking on the document name
Supplier Agreement

Terms and Conditions Document

(& Bidder Acknowledgement - Round 5 - 051223 (1).d. 4—57 KB

Confirm that you have downloaded and read the Terms and Conditions Document

| Agree to All Terms and Conditions ‘—

| don't Agree

Figure 11 - Round 5 Bidder Acknowledgement.
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9.1

9.2

9.3

9.4

9.5

9.6

9.7

Express Interest Confirmation

This Section describes how to complete the Express Interest Section via the Portal in
order to access the PQQ.

After accepting the Bidder Acknowledgement, you will be prompted to complete the
Express Interest Section of the Portal.

To complete the Express Interest Section, you must click the Express Interest
button as shown in Figure 12.

An Information pop-up box will appear on the Portal. You must acknowledge the
information displayed by clicking the Confirm button, as shown in Figure 13.

You should note that the text contained within the Information pop-up is pre-
generated by the Portal. Any reference to ‘this RFI’ relates to the Request to access
the Round 5 Pre-Qualification Questionnaire Section accessed as part of Section 7
of this guide.

After clicking the Confirm button, the Portal will direct you to the Request to access
the Round 5 Pre-Qualification Questionnaire question.

At this stage, Bidders will receive an email confirming that they have been successfully
self-invited to the Request to access the Round 5 Pre-Qualification
Questionnaire.

PQQ: pag_121 - Expression of Interest in Round 5 Running Decide Later Printabie Viev Express Interest

PQ
F

PQ
&=

Buyer Name
Alex Tanser

3| ~ Response Status
e s
s uomitted To Buyer
=

Information [ ]

Click
The R
and St

in this RFI
* area, and you will have the option to view all RFI Details, download Buyer Attachments, send and receive Messages with the Buyer,

Cancal

Figure 13 - Express Interest Information pop-up.

Page 12 of 32 eTendering Portal Registration and PQQ User Guide | 44068-TCE-PUB-GUI-002-R1



10.

10.1

10.2

10.3

10.4

Main Dashboard )

My PQQs

As set out in Section 9.6 of this guide, you will be automatically directed to the
Request access to the Round 5 Pre-Qualification Questionnaire question. If you
leave this Portal or this page for any reason, this Section describes how to access the
Request access to the Round 5 Pre-Qualification Questionnaire question via the
My PQQs Section.

After you have completed Sections 7 to 9 of this guide, the Request access to the
Round 5 Pre-Qualification Questionnaire question will appear in the My PQQs
Section of the Portal. On the Main Dashboard click the globe icon to enter the
Sourcing menu.

To access the My PQQs Section of the Portal, click on the PQQs button, and then click
the My PQQs button, as shown in Figure 14.

You must click on the Request to access the Round 5 Pre-Qualification
Questionnaire, as shown in Figure 15. This will take you to the PQQ Response
Management Area.

(%]

NEW MESSAGES (LAST 30 DAYS) OPEN AND PENDING AUCTIONS

Sourcing PQQs

My PQQs
@ Nounread Messages @ No Auctions to display
PQQs Open to All Suppliers

Published Opportunities

MY RUNNING SURVEYS MY PQQS WITH PENDING RESPONSES QUICK LINKS

STANDARD LINKS
You are not allowed to access the content of this Portlet © NoPaastodisplay

Figure 14 - Accessing the My PQQs Section of the Portal.

=
52

E ]

PQQs o Create PQQ | v

My POQS

showing Result 1-3 of 3 show: 10 v

All PQQs - T En: i to start se -

PQQ CODE PQQ TITLE PROJECT CODE OWNER PQQ CLOSING DATE . PQQ STATUS

pag_97 Request 1o aceess the Round 5 o —prorertea— Tanser Alex — Ta be Published
e-qualiication Questionnair

Figure 15 - Accessing the Request to access the Round 5 Pre-Qualification Questionnaire PQQ.
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11. Completing the Request to access the Round 5 Pre-
Qualification Questionnaire

11.1 This Section explains how to complete and submit the Request to access the Round
5 Pre-Qualification Questionnaire.

11.2 The Request to access the Round 5 Pre-Qualification Questionnaire question is
contained within the Qualification Response envelope, which is accessible from the
My Response Section of the Portal. You will be required to click that you Intend To
Respond before being able to answer the request access question, similar to the
process explained in Section 12 of this guide.

11.3 To enter the Qualification Response page, click on the blue Qualification Response
button in the Envelope column of the My Response page (as shown in the center of
Figure 16) or click the Pencil icon button next to the Qualification Response heading
(as shown in the bottom right corner of Figure 16).

PQQ Details Messages (Unread 0)
Settings Buyer Attachments (0 My Respense Associated Users

@ Your Response is not yet submitted. To make it visible to the Buyer you must click 'Submit Response

v My Response Summary

ENVELOPE QUESTION INFORMATION

1 Qualification Response 4— Missing mandatory responses (2)

"~ 1. QUALIFICATION RESPONSE (QUESTIONS: 3) —_— s

Figure 16 - Accessing the request to access the Round 5 Pre-Qualification Quesionnaire question.

11.4 Within the Qualification Response page, you must answer the Request to access
the Round 5 Pre-Qualification Questionnaire question.

11.5 To answer the Request to access the Round 5 Pre-Qualification Questionnaire
question, you must review the text within the Question and Description column. You
will be asked to answer the question by selecting Yes or No via the drop-down menu.
If you answer No to this question, TCE may remove your access to the Portal.

11.6 After you have selected Yes or No, click the Save And Exit Response button, as
shown in Figure 17. This will not submit your response but instead save your answer
and return you to the My Response page of the Portal.
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PQQ: pgq_97 - Request to access the Round 5 Pre-Qualification Questionnaire Save Changes Cancel

o Valdate Response

1. QUALIFICATION ENVELOPE

1.1 REQUEST TO ACCESS THE ROUND 5 PRE-QUALIFICATION QUESTIONNAIRE - QUESTION SECTION

NOTE NOTE DETAILS
111 Guidance You are invited to request access to the Pre-Qualification Questionnaire (PQQ) for Round 5 as per the relevant Concession Notice published by The Crown Estate via the Find a Tender service on 28 February
2024.

This is required to enable you to participate in Round 5, access the Round 5 PQQ and submit a PQQ response, or not, as the case may be. For the avoidance of doubt, requesting access to PQQ does not
bind your organisation to submit a PQQ response.

Requests will be treated as confidential and will not be disclosed to anyone outside The Crown Estate or its advisors for any reason, except where required to do so under applicable law.
You will be notified through the Portal and via the email address registered with your Portal user account, as and when your request is accepted and you are invited by The Crown Estate to participate in the

Round 5 PQQ, following which you will be able to access the relevant documentation on the Portal

QUESTION DESCRIPTION RESPONSE

Figure 17 - Saving your response to the Request access to the Round 5 Pre-Qualification Questionnaire
question.

11.7 To submit your response to the question, click the Submit Response button, as shown
in Figure 18.

11.8 After submitting your response, you will receive a confirmation email stating that your
response was submitted.

« PQQ: pgq_97 - Request to access the Round 5 Pre-Qualification Questionnaire <=+ Onine Questionnaire In Excel
o
G [T ———
2. B Buper Atscnments 0) My Response
s
2 My Response Summary
EnveLoPE QUESTION INFORMATION

1 ualification Response Missing mandatory responses (1)

Figure 18 - Submitting your response.

11.9 Please Note: The email containing the confirmation that your response was submitted
can take time to be delivered to your inbox. Please allow a few hours for the email to
be delivered and check for the email in your junk/spam folder before contacting
Jaggaer and/or TCE regarding your response submission.

11.10 You will not be automatically granted Portal access to the PQQ by responding to the
Request to access the Round 5 Pre-Qualification Questionnaire question.

11.11 Following receipt of your request, TCE may grant you access to the PQQ via the Portal.

11.12 TCE reserves the right to refuse to grant or to deny access at any time to the Portal to
any person that TCE considers, in its discretion, does not have a genuine intention to
participate in this Round 5, with a view to submitting a pre-qualification questionnaire
response or considering whether to do so (either as a Sole Bidder or a Consortium
Member).

11.13 The following Sections of this guide should be followed when you are granted access to
the PQQ and you are providing a PQQ response.
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12. Accessing the PQQ and completing the Intend to
Respond confirmation

12.1 You will receive an email notification from the Portal when TCE have granted you
access to the PQQ via the Portal.

12.2 You can access the PQQ via the My PQQs Section of the Portal. This process is the
same process described within Section 10 of this guide.

12.3 From the My PQQs Section of the Portal click on the Round 5 Pre-Qualification
Questionnaire button in the PQQ Title column, as shown in Figure 19. This will take
you to the PQQ Response Management Area for the PQQ. (Note the PQQ code for
the PQQ you access will be PQQ _96.)

PQQs

My PQQs PQQs Open to All Suppliers

Showing Result 1 - 4 of 4 Show: 10 v

PQQ CODE PQQTITLE PROJECT CODE PQQ CLOSING DATE/TIME |, PQQ STATUS RESPONSE STATUS BUYER ORGANISATION

1 pqqg_117 Round 5 Pre-qualification project_60 [ ] 18/04/2024 08:00 Running Response Not Submitted To The Crown Estate
questionnaire Buyer

Figure 19 - Accessing the PQQ from the My PQQs Section of the Portal.

12.4 The remainder of this Section describes how to complete the Intend to Respond
confirmation via the Portal in order to access the PQQ.

12.5 After entering the Round 5 Pre-Qualification Questionnaire you will be prompted to
confirm your intention to submit a PQQ response.

12.6 To access the PQQ you must click the Intend to Respond button, as shown in Figure
20.

< PQQ: pqa_119 - Round 5 Pre Qualification Questionnaire ~  Ruming oo [ oecineoresors | ISR

PQQ Details Messages (Unread 0)

&

+ B

Figure 20 - Intend to Respond button.

12.7 Clicking the Intend to Respond button will allow you to access the PQQ documents
and questions.

12.8 A blue Detail banner will appear at the top of the screen, as shown in Figure 21,
notifying you that ‘You have now started to create your Response’. Clicking this
banner will provide Information regarding the steps required to submit a PQQ
response. These steps are detailed in the following Sections of this guide.
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@ You have now started to create your Response.
1:46 Greenwich Mean Time

Running

<+ PQQ: pga_120 - Rqund 5 pre qualification questionnaire

PQQ Details Messades (Unread 0)

hments (0) My Response

=i

@ our Respanse is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response’

~ My Response Summary

QUESTION INFORMATION

ENVELOPE

Information

- You have now started to Create your Response.
Edit your Response to access the Questionnaire and complete your Response.
Complete your Response by answering all mandatory fields (marked with an asterisk *).
Finally, you must click the *Submit Response" butten in order to Submit your completed Response to the Buyer.
0

2 Technic:
Allquoted ftems completed Total Price
No additional attachments

mmerciat

Currency: GBP

" 1. QUALIFICATION RESPONSE (QUESTIONS: 0)

Figure 21 - Detail banner message.
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13. PQQ Response Management Area

13.1 This Section explains how to download the PQQ documents and navigate to the Section
of the Portal where you can respond to the PQQ questions.

13.2 A series of Buyer Attachments can be accessed from the PQQ Response
Management Area, as shown in Figure 22. You should note that certain PQQ
questions have templates you must complete. These templates are contained in the

Buyer Attachments Section of the Portal.

13.3 To access and download the Buyer Attachments, click the yellow Warning banner at
the top of the Portal or click on the Buyer Attachments button.

13.4 Buyer Attachments can be Mass Downloaded as a Zip file or downloaded and
viewed individually, as shown in Figure 23. The Warning banner in Figure 22 will not
disappear until all Buyer Attachments have been viewed (please note you may need
to refresh the PQQ Response Management Area after viewing all attachments to

remove the Warning banner).

13.5 Table 1 sets out the Buyer Attachments available for download as part of the PQQ.

A Waming:

IAGGASR=0ONZ= 1136 Greenwich Mean Time

< PQQ: pqq_117 - Round 5 Pre-qualification questionnaire Running
PQQ Details Messages (Unread 0)
Settings Buyer Attachments (1) My Response Associated Users

-l

Currency: GBP

Figure 22 - PQQ Start Page.

IJAGGASR=0ONZ= 11:39 Greenwich Mean Time

< PQQ: pqq_117 - Round 5 Pre-qualification questionnaire Running
PQQ Details Messages (Unread 0)
Associated Users

Settings Buyer Attachments (1) My Response

- Folders and Files List

Enter Filter (type to start search) -

Showing Result 1-1of 1 Show: 10 v

FOLDER/FILE NAME

N

1 L3 Round 5 - Pre-qualification Questionnaire (1)

Figure 23 - Buyer Attachments.

Response Management Area - You are replying as: My Organisation Only (No consortium)

DESCRIPTION

You have unread Buyer Attachments (1). Click here to read the files before Submitting.your Response.

Welcome Bidder Name &,

Decline To Respond Intend To Respond

Welcome Bidder Name &,

Mass Download

LAST MODIFICATION DATE

29/01/2024 11:33:3% Lol
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Number Attachment Name PQQ Question or

requirement
1 44068-TCE-EXT-PQQ-001-R1 - Pre-Qualification N/A
Questionnaire.pdf
2 44068-TCE-EXT-PQQ-001-02-R2 - Annex 2 - PQQ N/A
Question Clarification Template.docx
3 44068-TCE-EXT-PQQ-001-07-R1 - Annex 5 - Bidder PQQ Section
Undertaking.docx 14.4(b)(i)
4 44068-TCE-EXT-PQQ-001-10-R1 - Annex 8A - PQQ PQQ Question
T1 Template.docx (Technical) T1
5 44068-TCE-EXT-PQQ-001-11-R1 - Annex 8B - PQQ PQQ Question
T2 Template.docx (Technical) T2
6 44068-TCE-EXT-PQQ-001-12-R1 - Annex 8C - PQQ PQQ Question
T4 Template.xIsx (Technical) T4
7 44068-TCE-EXT-PQQ-001-13-R1 - Annex 8D - PQQ PQQ Question
T5 Template.xIsx (Technical) T5
8 44068-TCE-EXT-PQQ-001-14-R1 - Annex 8E - PQQ F1 | PQQ Question
Template - Sole Bidder.xlIsx (Financial) F1
9 44068-TCE-EXT-PQQ-001-15-R1 - Annex 8F - PQQ F1 | PQQ Question
Template - Consortium.xlsx (Financial) F1
10 44068-TCE-EXT-PQQ-001-16-R1 - Annex 8G - PQQ Section
Consortium Confirmation.docx 14.4(b)(iv)(1)
11 44068-TCE-EXT-PQQ-001-17-R1 - Annex 8H - PQQ Section
Guarantor’s Letter of Support.docx 14.4(b)(v)
12 44068-TCE-EXT-PQQ-001-18-R1 - Annex 8I - Heads PQQ Question (Legal)
of Terms Red Flag Template.docx Legal Heads of Terms
‘Red Flag’ comments
13 44068-TCE-EXT-PQQ-001-19-R1 - Annex 9A - Bidder | PQQ Section
Information Table — Sole Bidder.docx 14.4(b)(ii)
14 44068-TCE-EXT-PQQ-001-20-R1 - Annex 9B - Bidder | PQQ Section
Information Table — Consortium.docx 14.4(b)(ii)
15 44068-TCE-PUB-GUI-002-R1 - eTendering Portal N/A
Registration and PQQ User Guide
16 44068-TCE-EXT-INS-001-R1 - Indicative examples N/A
and instructions for completing the PQQ Questions
(Financial).pdf

Table 1 - List of Buyer Attachments.
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14. User Management

14.1 This Section explains how different users can access the PQQ on separate accounts.

14.2 To add or remove additional users to your ‘organisation’, click the person icon on the
side bar of the Portal and select Manage Users. You must then click the Users text
button to be taken to the Manage Users Section, as shown in Figure 24.

IJAGGASR=0N= 12:03 Greenwich Mean Time Welcome Bidder Name &,
&= < PQQ: pqq_117 - Round 5 Pre-qualification questionnaire Running
@ PQQ Details Messages (Unread 0)
‘0 Settings Buyer Attachments (1 My Response Associated Users
o

must click 'Submit Response’

User Management Manage Users

Manage Users Users

Roles

Divisions QUESTION INFORMATION

DEETIIEES

All questions answered
No additional attachments

Figure 24 - Navigating to the User Management screens.

14.3 From the User Management screen you can see all the users currently registered in
your organisation.

14.4 To add a new user, click the Create button, as shown in Figure 25.

14.5 You will be prompted to provide the details of the new user. Please ensure that the
email address provided for the new user is correct before creating the user’s account.
You are able to add users to your organisation on the Portal with different email URLs.

JAGGA=R=0ONZ= 1207 Greenwich Mean Time Welcome Bidder Name &,

Manage Users Import/Update User Role

Users Roles Divisions Default Users

5%
Em sl S All Users v Enter Filter

Showing Result 1-1 of 1 Show: 10 v

Figure 25 - Navigating to the User Management screens.

14.6 The new user will not automatically have any user rights and/or permissions. To add
user rights and permissions, click the View User Rights button, as shown in Figure
26.
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JAGGA=R=0NZ= 1211 Greenwich Mean Time Welcome Bidder Name &,

a
< New User » View User Rights
o Bidder Name has been registered as new user. Login details have been sent via email to: davidleaver18@gmail.com
Q. NO USER RIGHTS ARE ASSOCIATED TO THIS ACCOUNT THEREFORE ANY NEW USERS WILL NOT SEE ANY OF THE TENDERS YOU ARE RESPONDING TO. To provide them with the correct access, please review the
6 user rights of the account in order to grant access to objects.
1,

Figure 26 - Modifying User Rights.

14.7 Please click the Pencil icon button to edit that user’s rights and set access levels, as
shown in Figure 27.

JAGGA=R=0N= 12114 Greenwich Mean Time Welcome Bidder Name &,

< User: Bidder Name Active —_p &

Details

User Details User Rights

v Quick Navigation < User Rights

| PQQs/ITTs v PQQs/ITTs —» Vd

Auctions

Supplier Management Visibility of PQQ/ITT Lists

No
User Management

Access PQQ/ITT Details

File Sharing "
Create Response
No
~ Details Modify Before Publishing
No
Division
Division Modify and Submit

No

Contact Visible to Buyer
No
Messages Management
No

View Sensitive Data (including; attachments, response, pricing etc)
No

Figure 27 - Editing a User’s Access Rights.

14.8 After creating a new user and setting up the user’s access rights, you will need to add
the new user to the PQQ so that the user can edit and submit PQQ answers. This
should be performed via the PQQ Response Management Area (described in Section
13.)

14.9 Within the PQQ Response Management Area, click the Associated Users button as
shown in Figure 28 to access the User List. To add a new user to the PQQ, click the +
icon button and select the user from the list.

14.10 The user you added to your organisation can then be selected and added as a member
of your team who can view and edit PQQ answers.
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JAGGASR~ONS= 12:19 Greenwich Mean Time Welcome Bidder Name &,

< PQQ: pqqg_117 - Round 5 Pre-qualification questionnaire Running
PQQ Details Messages (Unread 0)
Settings Buyer Attachments (1) My Response
-| User List
Showing Result 1-10f 1 show: 10 =
LAST NAME T FIRST NAME EMAIL DIVISION ROLE
1 Name Bidder davidleaver18@gmail.com Division

Figure 28 - Adding Users to this PQQ.

Page 22 of 32 eTendering Portal Registration and PQQ User Guide | 44068-TCE-PUB-GUI-002-R1



15. Submitting Clarification Questions

15.1 This Section explains how you can submit and view Clarification Questions during the
PQQ stage.

15.2 To access messages click, the Messages button from the PQQ Response
Management Area, as shown in Figure 29. The Messages button also contains the
number of unread messages in brackets.

JAGGASR=0ONZ= 1222 Greenwich Mean Time Welcome Bidder Name &,
< PQQ: pgq_117 - Round 5 Pre-qualification questionnaire Running
PQQ Details Messages (Unread 0)
Settings Buyer Attachments (1) My Response Associated Users
5l

| @ Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response’

v My Response Summary

ENVELOPE QUESTION INFORMATION

1 Qualification Response All questions answered
No additional attachments

2 Technical Response All questions answered
No additional attachments

3 Commercial Response All quoted items completed Total Price 0
No additional attachments

Figure 29 - Accessing messages from the My Response screen.

15.3 From the Messages page you can choose Create Message, view Received Messages,
Sent Messages, Draft Messages and Forwarded Messages, as shown in Figure 30.

JAGGASR~0ONZ= 1222 Greenwich Mean Time Welcome Bidder Name &,
< PQQ: pqq_117 - Round 5 Pre-qualification questionnaire Running
PQQ Details Messages (Unread 0)

Create Message Received Messag

es Sent Messages Draft Messages Forwarded Messages

Figure 30 - Message Options.

15.4 When creating new messages from the Create Message menu, you will need to add a
Subject and Message as shown in Figure 31.

15.5 Within the Subject entry box you should state whether your Clarification Question
relates to a technical, financial or legal PQQ question or whether the Clarification
Question is a general question.

15.6 If your Clarification Question is confidential please state this in the Subject and
Message entry boxes.

15.7 You must ask your Clarification Question using the Round 5 PQQ Clarification Question
Template, as shown in Figure 32. This template can be downloaded as an attachment
from the Portal and attached to your Clarification Question on the Portal.

Page 23 of 32 eTendering Portal Registration and PQQ User Guide | 44068-TCE-PUB-GUI-002-R1



15.8 Any Clarification Questions not submitted using the PQQ Clarification Question
Template will not be accepted and will need to be resubmitted in the correct format
using the PQQ Clarification Question Template.

15.9 When you have attached the populated PQQ Clarification Question Template to your
message, you must click the Send Message button, as shown in Figure 31.

JAGGASR~0ONS 12:28 Greenwich Mean Time Welcome Bidder Name &

PQQ: pqq_117 - Round 5 Pre-qualification questionnaire Running Cancel Save As Draft

> Messages

v Message

Subject Message

~ Attachments Attachments

FILENAME FILE DESCRIPTION COMMENTS
© No Attachments
v Recipients
RECIPIENT
1 The Crown Estate

Figure 31 - Creating Clarification Questions using the Messages Section of the Portal.

Clarification Question Template

Bidders wishing to raise Clarification Questions must use this pro forma. Please use a separate
sheet for each question you wish to submit.

PQQ document Please indicate the Section of this PQQ dacument to which your question relates.
cross-reference

Clarification

Question

What type of Legal Technical Financial General

question is this?

Please indicate your answer
by marking ‘X' in the

relevant box.

Is this question confidential or commercially Yes No

sensitive to the extent that it and TCE's response

to it should not be circulated to other Bidders?

Please indicate your answer by marking X" in the relevant box.

If you have answered "Yes" to this question, please explain the nature of the
commercial sensitivity or confidentiality.

Figure 32 - Clarification Question Sheet.
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16. Responding to questions as part of the My Response
Section of the Portal

16.1 This Section describes how to use and navigate the My Response Section of the
Portal. The My Response Section of the Portal can be accessed by the PQQ Response
Management Area.

16.2 The My Response Summary view shows each of the Envelopes containing the PQQ
questions.

16.3 The Question Information column shows how many mandatory PQQ answers are
required before you can submit your PQQ response, as shown in Figure 33.

16.4 All questions within each Envelope can be viewed by scrolling down the My Response
Section of the Portal.

16.5 To answer questions on the Portal, click on the relevant envelope button in the
Envelope column of the My Response Summary page or click the Pencil icon button
next to that envelope’s drop down option. Figure 33 shows an example of how to
access the Qualification Response questions.

PQQ Details Messages (Unread 0)

49 Bl

@ vour Response is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response

~ My Response Summary

ENVELOPE QUESTION INFORMATION

Total Price 0

Currency: GBP

" 1. QUALIFICATION RESPONSE (QUESTIONS: 22 ) > 4

Figure 33 - My Response Summary View.
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17. Submitting and editing answers to questions

17.1 This Section explains how your answers can be submitted for each question and the
different types of questions contained on the Portal.

17.2 You can provide answers for each of the questions in any of the envelopes in any order

you see fit.

17.3 Each mandatory question must be answered before you can submit your answers.

17.4 The questions are comprised of the following different question types:

‘ Number ‘ Question Type How to Answer

1 Yes / No

Select ‘Yes’ or '‘No’ from a drop-down list as appropriate.

— v
Yes
No

Figure 34 - Yes or No question.

2 Attach a File

Upload a file.

Files can be added directly from your file explorer or via drag and
drop. Please note drag and drop functionality does not always work,
in which case you should provide the necessary file by clicking the
Browse button and adding the file directly from the file explorer.

# Drop File or Browse i ]

Figure 35 - Attach a File example.

You must make sure you upload the correct file. The Portal does not
validate any answers to ensure you have attached the correct file.

3 Text Entry

Enter a text answer in the box provided to answer the question. A
maximum of 2000 characters, including spaces, can be entered.

4 Drop down List

Select the option that applies to you from a list of pre-defined
options which will appear as a drop-down list in the question.

5 Checklist

Select the option that applies from a checklist of pre-defined
answers, which will appear as options with check boxes next to
them.

You should note that multiple options in the checklist can be
selected.
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* The Bidder is required to state how many Consortium Members there are in the Consortium Consortium Member 1
Consortium Member 2

Consortium Member 3

Consortium Member 4

Consortium Member 5

Consortium Member 6

Figure 36 - Checklist example.

Date

Provide a date to answer the question.

Numerical Value

Enter a numerical value to answer the question.

Provide a
populated
template

Download the relevant template for that question, populate the
template, and upload the populated template.

Where a template is attached to a question it will be denoted with a
black warning triangle as shown in Figure 37 below.

& Drop File or Browse °

Figure 37 - Template question appearance example.

You must follow the same process as set out in row 2 above (Attach
a File question type).

You must make sure you upload the correct file containing the
populated template. The Portal does not validate any answers to
ensure you have attached the correct file.

Dependent
questions

Some ‘checklist’, *Yes’ or *‘No’ and drop-down list questions have
follow on questions (‘dependencies’). Where a question has
dependencies, this will result in you having to answer further
questions on the Portal.

Figure 38 below shows a question with a tag symbol. This symbol
denotes a question that has a dependencies question(s). Certain
dependency questions will only appear if you answer the proceeding
question with a certain answer. Some answers will nhot result in a
dependency question and the dependency questions will not appear.

‘ 1.17 L4.1 - QUESTION SECTION

Figure 38 - Question Section containing dependent questions example.

Hovering your mouse on the tag icon will tell you what question, and
which answer to that question, would prompt the dependancy
question to appear. If the dependacy question does not appear, you
can move onto the next question.

‘ 1.17 L4.1 - QUESTION SECTION

CONDITIONAL SECTION - This section should only be completed when: L3 = Yes

Figure 39 - Dependency label example.
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If you are required to answer the dependency question, the
dependency questions will appear immediately below the question
Section heading as shown in Figure 40 below.

4 1.17 L4.1 - QUESTION SECTION

CONDITIONAL SECTION - This section should only be completed when: L3 = Yes

QUESTION  DESCRIPTION RESPONSE
1471 u * Wherett
a bindin

any acer

Figure 40 - Dependent questions to be answered example.

Table 2 - List of question types.

17.5 Mandatory questions are marked with an *. You can check that you have answered all
mandatory questions by clicking the Validate Response button, as shown in Figure
41.

17.6 If you have not answered all of the mandatory questions, you will receive the Missing
Mandatory Field red error banner at the top of the Portal. The Missing Mandatory
Field red error banner will tell you the relevant mandatory question(s) that requires an
answer. You cannot submit your PQQ answers until all of the mandatory questions have
been answered.

° Missing Mandatory Field: L4

JAGGA===N= 1422 Greenwich Mean Time
PQQ: pgg_117 - Round 5 Pre-qualification guestionnaire Running Save Changes Cancel Save And Exit Response
I -
-l

Validate Response

1. QUALIFICATION RESPONSE (QUESTIONS: 2)

1.1 MANDATORY EXCLUSION CRITERIA - PART Il - QUESTION SECTION

QUESTION DESCRIPTION RESPONSE
1.1.1 L4 * Within the past five years, has it been established by a judicial or administrative decision having final and binding
effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the v
country in which your organisation is established (if the relevant entity is established outside the UK), that the Sole
Bidder or any Consortium Member (as applicable) or any Relevant Person is in breach of obligations related to the Missing Mandatory Field: L4

payment of tax or social security contributions?

Figure 41 - Error Validation of Responses.

17.7 When you are answering the questions on the Portal, you can click the Save Changes
button to save your answers. There is no auto-save feature on the Portal so please
ensure you save your answers regularly. The Portal will time out after 30 minutes of
inactivity and all unsaved answers will be lost.

17.8 When you are ready to exit the relevant envelope, you can click the Save and Exit
Response button, as shown in Figure 42. This will take you to the My Responses
page within the PQQ Response Management Area.

17.9 Clicking on Save and Exit Response will nhot submit your answers.
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PQQ: pag_117 - Round 5 Pre-qualification guestionnaire Running Save Changes Cancel Save And Exit Response

=

ﬂ Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response’

Validate Response

1. QUALIFICATION RESPONSE (QUESTIONS: 2)

1.1 MANDATORY EXCLUSION CRITERIA - PART Il - QUESTION SECTION

QUESTION  DESCRIPTION

RESPONSE
111 L4 * Within the past five years, has it been established by a judicial or administrative decision having final and binding
effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the Yes v
country in which your organisation is established (if the relevant entity is established outside the UK), that the Sole
Bidder or any Consortium Member (as applicable) or any Relevant Person is in breach of obligations related to the
navment af tav ar eacial ceririty cantribintinne? e

Figure 42 - Saving PQQ Responses.
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18. Excel worksheet of the questions

18.1 This Section describes how all of the questions as they appear on the Portal can be
downloaded as an Excel worksheet.

18.2 From the My Response screen of the Portal, click the Online Questionnaire in Excel
button to be taken to the Upload screen of the Portal, as shown in Figure 43.

18.3 From the Upload screen, click the Download Online Questionnaire in Excel button,
as shown in Figure 44. This will download an Excel worksheet to your computer
containing all the questions as they appears on the Portal.

IJAGGA=R=(JN= 1542 Greenwich Mean Time

<« Running eee | Online Questionnaire In Excel I ‘Submit Response

PQQ Details Messages (Unread 0)
Settings Buyer Attachments (1) My Response Associated Users
9| 0 Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response’

v My Response Summary

ENVELOPE QUESTION INFORMATION
1 Qualification Response Missing mandatory responses (2)
2 Technical Response Missing mandatory responses (11)
3 Commercial Response Mandatory fields missing (3) Total Price 0

Figure 43 - Excel Download of all PQQ questions.

18.4 The Questionnaire in Excel can be completed offline and then reuploaded via the
Upload screen to automatically complete the questions in each envelope. We do not
recommend using the Questionnaire in Excel because it cannot upload attachments
or populated templates and the Portal will not validate your answers. Any and all
attachment questions will therefore need to be uploaded directly to the Portal and all
attachments and templates on the Portal have to be downloaded individually.

18.5 Jaggaer provide further information on this feature. To access this information, click on
the Help to Create & Import Your Response In Excel button, as shown in Figure
44,
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9| &« Upload Help To Create & Import Your Response In Excel

0 This area allows you to download the entire online questionnaire in Excel. Once you have saved the file and responded to the questions, you should return to this screen and import
the same spreadsheet which will populate the online questions with your responses

ok [MPORTANT 4%
THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO UPLOAD THE EXCEL FILE WHICH HAS BEEN DOWNLOADED FOR THIS PQQ/ITT

IF THE BUYER HAS ASKED YOU UPLOAD ATTACHMENTS, THE UPLOAD LINK NEXT TO A SPECIFIC QUESTION ONLINE MUST BE USED OR THE ADDITIONAL ATTACHMENTS AREA
(IF ENABLED)

ADDITIONAL FILES CANNOT BE EMBEDDED INTO THE SPREADSHEET

IN THE EVENT THAT THE BUYER HAS NOT PERMITTED THE UPLOADING OF ATTACHMENTS, THIS AREA CANNOT BE USED AS A SUBSTITUTE

File Download Online Questionnaire in Excel

Browse  Select File

Import Items

Figure 44 - Upload screen where the Questionnaire in Excel can be downloaded and subsequently
reuploaded if needed.
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19.

19.1

19.2

19.3

19.4

19.5

19.6

19.7

Submit a PQQ Response

This Section explains how to submit your completed PQQ answers.

Before submitting your PQQ answers, ensure that all mandatory questions have been
answered and that any and all attachments are correct and have been completed
properly. If you have not completed all mandatory questions in each envelope, you will
not be able to submit your PQQ answers.

Within each envelope there is a ‘bidder checklist’ question asking Bidders to confirm
that they have performed the necessary checks and supplied all necessary information
in respect of each question in that envelope. You must answer ‘Yes’ to this question
before submitting your PQQ answers.

From the PQQ Response Management Area click on the My Response button, as
shown in Figure 45.

To submit your PQQ answers, click the Submit Response button.

After submitting your PQQ answers you will receive a confirmation email stating that
your PQQ answers were submitted.

JAGGASR~ONZ= 1235 Greenwich Mean Time Welcome Bidder Name &,
<« PQQ: pgq_117 - Round 5 Pre-qualification questionnaire Running

PQQ Details Messages (Unread 0)
Settings Buyer Attachments (1) My Response Associated Users

@ Your Response is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response

Figure 45 - Submitting the PQQ response.

If required, you can withdraw a submitted response ahead of the submission deadline
for the PQQ. This can be done by clicking the Withdraw Response button on the My
Response screen. A withdrawn response must subsequently be resubmitted following
the steps above in this Section 19. If you withdraw a response you will be emailed
confirming your response has been withdrawn.

Please Note: The email confirming that your PQQ response has been submitted can
take time to be delivered to your inbox. Please allow a few hours for the email to be
delivered and check for the email in your junk/spam folder before contacting Jaggaer
and/or TCE regarding the submission of your PQQ answers.

If you need any further help in using the Portal, click the ‘help’ icon at the top
of the page. For technical support please contact the Jaggaer helpdesk on
0800 069 8630 (available Mon-Fri 8am-6pm) or by email
customersupport@jaggaer.com
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	1.1 This Section provides an overview of the processes Bidders need to complete via the Portal during the PQQ stage.
	1.2 If you have previously registered for on the Portal, you can progress to Section 6 of this guide.
	2.1 This Section describes how you can register and create an account from the landing screen of the Portal.
	2.2 The following link will take you to the landing screen of the Portal: https://etendering.thecrownestate.co.uk
	2.3 We recommend clicking on How to register and viewing the video guidance before starting the registration process. The video guidance is provided by the Portal provider, Jaggaer, a supplier to TCE.
	2.4 The Register button should be clicked to begin the registration process, as shown in Figure 2.
	3.1 This Section describes the User Agreement you will need to agree to when registering for an account on the Portal. The User Agreement governs your access to and use of the Portal.
	3.2 After clicking the Register button as shown in Figure 2, you will be prompted to review the User Agreement.
	3.3 You must confirm that you have read and agree to the User Agreement by clicking the I agree tick box, as shown in Figure 3.
	3.4 If you select I do not agree, you will not be able to create an account.
	3.5 Click the Next button to finalise your selection.
	3.6 If you wish to download and share the User Agreement, click the Adobe PDF File button to download a PDF version of the User Agreement.
	4.1 This Section describes how to complete the Organisation Details and User Details Sections of the Registration Data page on the Portal.
	4.2 You must provide the Organisation Details and User Details, as shown in Figures 4 and 5. All questions marked with an (*) must be completed.
	4.3 The User Details should be provided for an individual within your organisation who will be responsible for requesting access to the PQQ and submitting a PQQ response. This individual will also be responsible for managing other functions of, and co...
	4.4 After entering your Organisation Details and User Details, click the Save button to proceed, as shown in Figure 4.
	5.1 This Section explains the Registration Confirmation process.
	5.2 After completing the Registration Data section, you will be taken to a Registration Confirmation page on the Portal, as shown in Figure 6.
	5.3 You will receive an email confirming your registration to the Portal. The email will contain your Portal login details (being your username and temporary password).
	5.4 You can click the Close Window button to close the Registration Confirmation message and return to the login landing page.
	6.1 This Section describes how Bidders can login to the Portal to access the Main Dashboard.
	6.2 The main dashboard is accessed from the Portal Landing Screen shown in Figure 7. Use the login credentials you received (as set out in Section 5.3 of this guide) to login to the Portal via the login box on the landing screen, as shown in Figure 7.
	6.3 After clicking the Enter button you will be taken to the Main Dashboard which is where summary information regarding the Round 5 Portal process can be viewed, as shown in Figure 8.
	7.1 This Section describes how to access the PQQ.
	7.2 If necessary, re-enter your login details on the landing screen to access the Main Dashboard Section of the Portal.
	7.3 From the Main Dashboard, or elsewhere on the Portal, click the globe icon to enter the Sourcing menu, as shown in Figure 9.
	7.4 Click on the PQQs button and then click the PQQs Open to All Suppliers button, as shown in Figure 9.
	7.5 Bidders must click on Request to access the Round 5 Pre-Qualification Questionnaire within the PQQs Open to All Suppliers, as shown in Figure 10.
	8.1 To access the PQQ, you will be required to agree to the Bidder Acknowledgement.
	8.2 You will only be required to review and agree to the Bidder Acknowledgement once on the Contract Acceptance screen when you click Request to access the Round 5 Pre-Qualification Questionnaire for the first time.
	8.3 To continue you will have to confirm that you have downloaded, read and agree to the Bidder Acknowledgement by clicking the I Agree to All Terms and Conditions box, as shown in Figure 11.
	8.4 You must download and view the Bidder Acknowledgement, otherwise you will not be able to Confirm your acceptance.
	8.5 If you select I don’t agree, you will not be able to proceed further.
	8.6 Click the Confirm button, as shown in Figure 11, to finalise your selection and progress to the Express Interest Section.
	9.1 This Section describes how to complete the Express Interest Section via the Portal in order to access the PQQ.
	9.2 After accepting the Bidder Acknowledgement, you will be prompted to complete the Express Interest Section of the Portal.
	9.3 To complete the Express Interest Section, you must click the Express Interest button as shown in Figure 12.
	9.4 An Information pop-up box will appear on the Portal. You must acknowledge the information displayed by clicking the Confirm button, as shown in Figure 13.
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