5 Step Bidding Process

Supplier Portal - Quick Reference Sheet

Overview

This Quick Reference Sheet (QRS) demonstrates the 5 Step process required to submit a bid to the
Water Corporation. Further detailed information is available from the Supplier Portal Help, which is
located on the top right of the Bids/Tenders transaction.

Things You Need To Know
You are required to be registered on the Supplier Portal to be able to access Bid Invitations.

Features Covered
e The Bidding Process - Overview
e The Bidding Process
e Resubmit Bid

The Bidding Process - Overview

The Bidding Process comprises 5 steps, which are explained as follows:

The Bidding Process

Register Wimw

Frepare Submit

Select This screen provides a list of public and restricted bids you have been invited to. Select
a bid number to continue.

Register Registering ensures that you receive email notifications of any changes and shows us
your interest in submitting a bid.

View The View screen provides detailed information of the bid invitation from three tab areas,
bid items, bid documents and bid attributes.

Prepare The Prepare bid screen allows you to enter pricing details, attach documents and
complete bid attributes if required.

Submit The Submit screen provides a summary of your bid, submission date and time for your
information.

The Bidding Process

1. From the Supplier Transactions
menu click Bids/Tenders. Bids / Tenders
Claim for Payment
Purchase Order View
Supplier Profile
05H Performance Statistics

Insurance Certificates
Security

Variation Orders
Variation Claim

Tell us what you do
Manage Documentation
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The Bidding Process screen
displays.
Step 1 - Select

The initial Bids/Tenders transaction
displays a list of open bid invitations for
which you are able to respond.

A new version number indicates a
change to the original bid invitation.

If you have not yet viewed or registered
for a bid invitation, these are highlighted
in blue.

Use the Search functionality at the
bottom of the screen to search for bid
invitations that are closed or not
displayed as a default.

2. Click on Bid Invitation Number.

Step 2 - Register

The Register screen provides more
details, close dates and times of the bid
invitation.

By registering for this bid invitation, you
gain access to all of the detailed
information and documentation.
Registering also ensures that you
receive email notification of any changes
to the bid invitation and shows us your
interest in submitting a bid.

3. Click Register Now.

Step 3 - View
The View screen provides detailed

information of the bid invitation on 3
tabs.

4. View Bid Items tab provides
details of the items to be priced in
the bid invitation.

5. View Bid Documents tab allows
you to open and save individual
documents relating to the bid
invitation by clicking on the
document name.

Alternatively you can mass
download documents by:

6. Clicking Download documents.

The Bidding Process

Register

Select a Bid Invitation

Frepare

Subrmit

The Wiater Carporation acquires Goods, Services and Works through its on-line bidding process. The
process has been designed to enable Suppliers to readily access information, review invitations andior
reply o requests through the Supplier Portal

ST I IOE Rt P MO SIS R ST n e
follow on steps ocess will enable you to register your interest; view items and documents;

then prepare gt

Please select a Bid Invitation to commence the Process.

[Pl The initial st shows e current open Bid Invitatians. Use “Search to view historic Bid Invitations.
[1] Seecta Bid Invitaion to continue the bidding process. Highlighted Bid Invittions are new or have changed versions.
MNumber | Name Status Start of Bid Clseof 88 | Version =]
TI00405 | EARMLANDS PIPE REPLACEENT - STE 20 No Bid Created 19.04.2018 27.05.2018 1
Enter search details if the Bid Invitation you want is not in the list of open Bid Invitations sbove. |
Nursber Name Status Cloze Date From | ciose Date T =
X =

Register for Bid Invitation

By registering for thie B Imuitation. you gain acoess 1o a1 of the deta P
a
mlu(unwianychanges(ulhrBdI rvitation and s 1
i e e S e 3
74 WA
L A 4
S >

[l Fiease note that your Bid needs (o be submitted online prior 10 the close date and time stated.

[[] Gtick the “Register Now™ button to continue the bidding process or “Next™ if you have already registered.

Bid Invitation

Name:

FARNLANDS PIFE REFLACENENT - STE 28
Start of Sidsing: [1804 357 TimEes |
core ot oo, (FEIETIE ]
B

e

ii

The Water

Corporation requires.
The Works are located at Site 20 (Minniv:

A Emsil [MARION.CHUAH@WATERCORFORATION.

the s=rvices of 2 contraster for the Farmiands Renswal Froject, situsted in the Whestbelt regien of Waster Australia.
i)

‘Should you have any enquires about this bid please contact the relevant contract consultant named as the contact person in the bid invitation details.

Numbar
Version: [T
I

P [EESEATE]

Reglster' Mo

tation . doct and attributes
R e
e S

re available from the tab areas
et \ding the details.

[l View the thres tabs areas to get a1l the information relating to this Bid Invitstion

[1] Click the "Prepare Bid™ button to continue the bidding process or “Cancel” to return o the initial screen.

Bid Invitation.

Narma Nurmber
Star of siading
Ciose of Gisding
Contact Parson = ema

Wersion:
B3d Vabd Until
Frons.

—
25075018
(08) 5420 3127

Vi 85 Dommrants | View i Avitas |

P] Ciick here to sxpand item dstails in full scresn

TR R [T s |

' CONTRACTORS PRELIMINARIES 1.000 | PU

2 commssioning 1000 | FU

3 PROVISIONAL QUANTITIES 1000 | PU |

B MAIN WORKS 1.000 | FU |
=1

Previous

Print Preview

Prepare Bid

vowstere Nt | Vo 54 s

Download documents | Click the Button to mass download all documents in a Zip folder

Name | Type
Image. PG PG
Specification. pdf pdf
Supporting documentation pdf pdf

| Size(Kb) Enteredon | |
s 19.042016
0 19.042016
253 19.042018

=

Freous

Decline

Print Preview

Prepare Bid
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7. In the WinZip screen click Save As.

8. Map to the location you wish to
save the Zip File.

9. Click Save.

View Bid Attributes tab shows
information that may be required to
be provided in responding to the bid
invitation. Some of these responses
may be mandatory and are
identified by (*).

10.

Either:
¢ Click Prepare Bid to proceed.
Or

e Click the Decline button, should
you not wish to bid, this will
prevent the generation of emails
regarding future changes to the
bid.

11.

& 10 PC o

-y e

— |
S Ubrastes " .
¥ compumaiszal |

. Computer

£ 9 EETINTT T

 VewBidltems  View Bid Documents | View Bid Atibutes |
No | Question {* indicates a mandatory question) =]
10 *Can you comply with the Corporation’s indigenous engagment policy?
20 *Have you submitted a OSH policies and procedures with your bid?
30 s your Company to and practices?

Step 4 - Prepare Register Prepare Subrmit
The Prepare screen enables you to e - il
prepare and submit your bid up to the e S o e o e e, Pt o o T Ly
close date and time. A bid number is \ "
created which is used to reference your
bid submission in the bidding process. [ e th S bt 0 s our work i th repre i s E
In the Enter Bid Item Prices tab: [7] ek e "Submi” sutos 10 comples th siing prosess o ~Cance” o et 5t il sersan N
e Enter a unit price for each item =
as requested; Name: |FARMLANDS FIFE REFLACEMENT - SITE 20 | Number:
e (Click Check to determine item
. o EterBidWemPioss | Ener S Dooments || Enter B At
totals based on the quantity and
A . Item ‘D&'ﬂpﬂm ‘mu;-ul |Tn | uumm'y‘um | Unit Prics Totsl Prics ||
unit prices and a Grand Total for 1 CONTRACTORS FRELIMINARIES 1000 PU £2,000.00 £2,000.00
all items. oo T 2 EECD
Note: You are not normally required to o — W
provide pricing for provisional items. (Prices s schsiv of GST) Grand Tota: [__TH07 00000
These prices are provided by the Water Deciine | Print Preview |  Check | Save  JiunSubmits]
Corporation.
In the Enter Bid Documents tab: .. T
e Enter any bid comments that I |
Document Name: | ] Entar a unique document name (max 40 char)
may be relevant. - e
e Attach individual documents by [e=] — — [ s [ [0
entering a Document Name and
using the Browse and Attach
buttons.
e (Click Select: Supplier
Capability Documents to copy
any documents that have been
attached to your Supplier
Profile.
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Alternatively, a mass upload facility for
multiple documents is available through
Manage Documentation.

Note: You must have reached the
Prepare step before using the Manage

Documentation transaction.

In the Enter Bid Attributes tab:

e Complete questions and add
comments where requested;

Note: For some bid invitations,
attributes are mandatory and indicated
by an (*). The bid can only be saved
once all mandatory attributes have

been responded to.

e Click Check for any system
messages. This will also update
the total and grand total pricing
calculation fields;

e Use Save to save your changes
during this Step. You are able
to save work and return to it at
a later time to make
amendments up until the close
date and time;

e Once all details are complete
click Submit to submit your bid
to the Water Corporation.

Step 5 - Submit

The final step of the bidding process, the
Submit screen provides you with
summary details of the bid invitation
and your bid submission information to
the Water Corporation.

Bids / Tenders
Claim for Payment
Purchase Order View
Supplier Profile -
OSH Performance Statistics
Insurance Certificates
Security
Variation Orders
Variation Claim
Tell us what vou do
Manage Documentation
" EnterBid tem Prices _f ' Enter Bid Documents ﬁ
No | Question (* indicates a mandatory question) | Answered 7]
10 *Can you comply with the Corporation's policy? ]
20 *Have you submitted 2 OSH policies and with your bid? &
30 s your Compan to and practices? (m]
No Error Excists
Successfully saved

Print Preview

Previous Decline

Successiuly saved

| Thank You

Your Bid has been successfully submitted into the Water Corporation
=Procurement system. Once 2il Bids have been received and evaluated,
you will be notified of the outcome.

[F]] You sre ableto change your Bid at any time. even i submitted. up until the close date and time of the Bid Invitation. =1

You can return to this screen at any Of -
stage to view the summary details of a1 tation
your bid submission. Hame: [FARHLANDS FIPE REFLACENENT=SITE 5 | b
Start of Bidding: Version: [T
12. Click Back to Search to return to Coseof cons: (1052018 000 | wST |
the home Bids/Tenders screen Contact Person: [Pack Chuah [ Emsil [MARION. CHUAH@WATERCORPORATION.CON Phone:
Bid
Name: [FARMLANDS FIFE REFLACEMENT - SITE 20 Number
FE—
Your Bid was successfully submitted in the Water Corporation’s eProcurement System
Bid Submitted: [15.04.2016  12.44:33 | [WS] By: [Bruce Dhach |
Total Value: Documents Attzohed: [0 ]
[#) svomites
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Resubmit Bid

You are able to change your bid at any
time, even after it has been submitted,
up until the close date and time of the
bid invitation.

Should you choose to change your bid,
please ensure that you Submit the
changed details by clicking Next in the
Prepare Stage.

Frepare

Submit

Register

Having selected the Prepare step your bid is created and you can enter pricing details, attach
documents, add = and complete attributes where necessary. You are able to save your bid
and return to adjust or finalise it up until the closing date and time. Please note you are still
required to Submit your bid to complete the process.

ﬂ Use the “Save” button to save your work during the Prepare Bid step.

Note: Changes to a bid already >

submitted, will display the NEXT i M— e

button in the Prepare screen, which _ (e o st | oA |

performs the same function as Submit. . — — -
(Prices are axclusive of GST) Grand Total: | 1,607.000.00| .

The Submit Confirmation screen
displays.

13. Click Yes.

The Re-Submitted message

displays at the bottom of the screen.

*Your bid has bean changed. Do you

@ want to re-submit?

[ Re-Submitied

Note: Documents can be changed
using the Manage Documentation
transaction at any time without
Submitting or Re-submitting the bid.

tio
what vou do
Manage Documentation
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