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Before You Begin
Before you start registering on eTenderWales please check with your colleagues whether your organisation is already registered. If

you are already registered then you do not need to register again.

If for whatever reason you cannot access your organisation’s existing account please contact the eTendering Helpdesk on 0800
069 8634 and advise the support team you would like to access your existing supplier account.

Top Tip: You can register multiple users on the same supplier account so that more than one person in your organisation receives
email notifications, can review invitations to tender and submit tenders. Just discuss this with the eTendering Helpdesk.

System Requirements
You need an internet connection to use the eTenderWales platform.

To check the compatibility of your device with eTenderWales visit https://etenderwales.bravosolution.co.uk/esop/common-
host/public/browserenv/requirements.jsp.
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Getting Started

The eTenderWales website can be accessed at https://etenderwales.bravosolution.co.uk (alternatively click the link). You may be
asked to select your preferred language and then you will be directed to the main login screen. To start registering click on ‘click
here’ as shown in the red circle below.
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Registration Data
After clicking the link on the main page a new tab will open in your browser and you will see a screen similar to the one below. You

should complete the form according to the instructions on the left of each box.

Take care to enter details correctly and avoid typos, these can cause confusion and difficulties later on if details and information are
incorrect. For example if you enter your telephone number or email incorrectly they we will not be able to contact you.

Top Tip: You will need to enter information in all the boxes marked with a red asterisk.
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Please take care when entering the email address as per the picture below. This is the email address that will receive all
notifications from eTenderWales. If you enter it wrong you could miss out on opportunities and important correspondence.

Registration Data

¥ TSt s rruvarenT
* Phone Number 01833 620111

Mobile Phone Number {please enter "+" "country code"
and "your mabile phone number" with no spaces)
(please enter "+" "country code" and "your mabile

phone number” with no spaces)

Fax Number

* Email Address

IMPORTANT: This email address will be used for

access to the site and for all communications. Please procurement@bronafon.org.uk
ensure you enter the address correctly. Please use ';'

{semicolon) to separate multiple addresses.

Role within Organisation

* Preferred language for y£e'in system interface English (UK) ¥

* Time Zone (GMT C:00} Westem Europe Time, London, Lisbon v

* Username
bronafon.test supplierd
(please do pot forget your username)

* User/'Verification Question

se specify a question that will help verify your
identity should the need arise {e.g. Your mother's

maiden name?)

* Answer to Your User Verification Question

(The helpdesk may request this information in order

to verify your identity).

Use High Contrast Stylesheet

(for visually impaired users)
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Remember to keep a note of the username you choose as you will need it later to access the system!

When you have completed all the boxes and you are ready to progress to the next step click the green save button in the top right.

Registration Data

Mobile Phone Number [please enter "+" "country code™

and "your mobile phone number" with no spaces)

(please enter "+" “country code" and "your mobile

phone number” with no spaces)

Fax Number

* Email Address

IMPORTANT: This email address will be used for
access to the site and for all communications. Please procurement@bronafon.org.uk
ensure you enter the address correctly. Please use '}’

(semicolon) to separate multiple addresses.

Role within Organisation Procurement division v
* Preferred language for use in system interface English (UK) ¥
* Time Zone (GMT 0:00) Wastern Europe Time, London, Lisbon v

#* Username

bronafon.test supplier2
(please do not forget your username)

* User Verification Question

Please specify a question that will help verify your
identity should the need arise {e.g. Your mother's

maiden name?)

* Answer to Your User Verification Question

(The helpdesk may request this information in order

to verify your identity).

Use High Contrast Stylesheet

(for visually impaired users)
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You will be taken to the next screen entitled ‘Basic Profile Forms’. On this screen you should complete the boxes as required noting
that you must answer all those marked with a red asterisk.

When you have completed the boxes and are ready to proceed click the green ‘Save & Continue’ button.

Basic Profile Form: Registration Press to exit full screen

Registration

Registration Data Basic Profile Forms Registration Confimation
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I
- [FE.GEM.02]Provide your Dun & Bradtsreet D.U.M_S registration number. If you are not currently registered you can obtain a free D.U.N.S number for your -
[FSGen002c01v1] N L
business by visiting http:ifwwew.dnb.co.uk/Forms/DUNS_Request.asp w
Constructionline Reference [ Cyfeirod Constructionline
¥y
[FSCon001a01v}1] Constructionline [FS.CON.01] -
Reference Mumber Please enter your Constructionline Supplier Registration Mumber (if applicable]) w
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After you have clicked ‘Save & Continue’ you will be taken to the final screen which advises you advising whether your account has
been created successfully.

Continue reading to find out what you need to do next in order to access eTenderWales and start participating in procurements.
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Completing Your Registration

Once you have completed the online registration forms you should receive two (2) separate automated emails from auto-

alert@bravosolution.co.uk.

One email will advise you that your new supplier account has been created. The other email will confirm your temporary password.

If you do not receive the emails or you have any problems you should contact the eTendering Helpdesk on 0800 069 8634.

Top Tip: Make sure you check your spam or email filter settings so that emails from auto-alert@bravosolution.co.uk arrive in your

inbox.

To complete your registration go to the
main page of eTenderWales and enter
your username (this is the one you
entered when you were registering) and
the temporary password and click on
the circle with an arrow in it to login.

On the next screen you will need to
confirm acceptance of the User
Agreement.

You will then be taken to a screen
which asks you to update your
password. Follow the onscreen
instructions and click to continue to the
main page.

Congratulations you are now up and
running on eTenderWales. Have a look
around and explore the menus.
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How To Find Procurement Opportunities
Now that you are set up you can view procurement opportunities that have been published on eTenderWales and decide whether

you want to participate.

To view the opportunities that have been advertised on eTenderWales and are open to all organisations use the ‘Published
Opportunities’ link under ‘Quick Links’. However, not all opportunities are advertised on eTenderWales but you can still view them if

they are open to all suppliers — read on to find out how to view them.

1323 WEE - Westorn Eurape Time 061 @tep- O

Walcome Procurement Oficer

Dend
N e P S l e an:dcr:.ng eTendering Helpdesk - 0800 069 8634

n Main Dashboard

Contracts in Negotiahon New Messages (last 30 days) Open and Pending Auctons
-
' i Ni L i N §
g
-
My Running Surveys My PQQs with Pending Responses Quick Links
Standard Links
) 1 n f
=
COrgardsation Profils
PQOS/ITTs Opean 10 All Suppliers My ITTs with Pending Responses At S ,ﬂ J Cumant Cppomuniies howsg el sdverts uiad 1o puERGLE fequimments |
Curreatly Open Next Closing Date My POOs
0 22 01062019 23.59 My ITTs
T 1313 31052019 12.00 My Contracts
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You can click on ‘My Auctions’, ‘My PQQs’ or ‘My ITTs’ to view those procurement process (Auctions, PQQs or ITTs) that you have

been invited for or are already participating in.

etenderwales eTendering Portal X +

< C

@ htips://etenderwales.bravosolution.co.uk/e

My Running Surveys

No Scorecards to display

XL
PAAA

PQQs/ITTs Open to All Suppliers

Currently Open Next Closing Date

PQQ 23 10/06/2019 12:00

ITT 128 07/06/2019 10:00
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(2019/BA1142/JT) Supply.
B Installation and Service and
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Lifts at Three locations
(2019/BA1143/NA) - PRICE
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= New Inn and Roofing Line
Refurbishment Works at
Perthy Close
(2015/BA1141/JT) Supply and
(3 Installation of Windows and
Doors at Various Properties
(2019/BA1143/NA) Provision
of Roof Replacement Works at
(2)New Inn and Roofing Line
Refurbishment Works at
Perthy Close

eTenderwales

eTenderwales

eTenderwales

eTenderwales

My ITTs with Pending Responses

No ITTs to display

W

31/05/2019

Test Auction
eTenderwales

=

Paused 0

31/05/2019

(£1) 15:32 16:04

Quick Links

Standard Links
Organisation Profile

Published Opportunities

My Auctions
My PQQs

My ITTs

My Contracts

Directories
Custom Links
Getting started with the new User Interface (Seller)

'Help'

A GE ENG

12:39
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On the next screen that is displayed you can then click the green tab to view all opportunities of that type (Auctions, PQQs or ITTs)
that are open to any organisation.

My [TTs {etenderwales eTenderin X + = X
& C @ htips://etenderwales.bravosolution.co.uk/esop/toolkit/negotiation/joinRfg.do?from=menu&reset=true e Paused 0
12:42 WET - Western Europe Time DST 0 Help ~ (I)

Welcome Procurement Officer

Dend
N e PS | e Teer::ler:ng eTendering Helpdesk - 0800 069 8634

o [Tl LENE L TS
n O X{ 177s Open to All Suppiiers ’
R —

Filter By AllITTs v
; mT
‘J ny ITT Title Pro;ef:t ITT Status Closing Buyer. z Responsa
Code Code: 3 Organisation Status
Date/Time
B , Response
~B 1 itt.75008 Test To Auction project_39940 Closed: To Be Evaluated 23’23’2019 eTenderwales  Submitted
To Buyer
-':-'a Response
; (2019/BA1142/JT) Supply, Installation and Service and Maintenance of Passenger ; o 29/05/2019 2 Not
2 itt_73291 Lifts at Three locations project_41255 Closed: Invalidated 12:00 eTenderwales Submitted
To Buyer
Response

3ION - Provision of Roof Replacement . ed: To B z 28/05/2019 Not

12:42
PN
. ENG 06/06/2019 L‘_’]
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Top Tip: Remember lots or organisations use eTenderWales not just anL ' n c

. Under Published Opportunities you will find lots of procurements from many different organisations.

Returning To The Main Screen
You can go back to the main screen at any time by clicking on the house icon on the top left of the screen.

Navigation
Navigation around the eTenderWales site is the same as any web site with the exception that you should not use the Internet
Explorer ‘Back’, ‘Forwards’ or ‘Refresh’ buttons. Instead please use the links, menus and back buttons available within each page.
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Forgotten Passwords

If you forget your password you should use the forgotten password link on the main login page. Click the link and follow the on
screen instructions.
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VOU £a0 10g 0N Dy enternng Your Usemame and password i e finlds
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11 yOu Hiave NOLYET registered and woust ke 10 80 3o phease oick on e fink (TRl e R
Supplers regsier here and answet the Gueshons as appeopriate Clk here
e " N

1t yOu have POGIEmS when fegEEnng, Hease contatt e Haiassh who wil .
e able 10 Answer Sy Quties bt
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If you have forgotten your username please contact the eTendering Helpdesk on 0800 069 8634.
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Logging Out
The icon that looks a little like a power button is the logout button. To log out simply click the icon and this will log you out of
eTenderWales. Make sure you save your work before you click the icon as unsaved changes cannot be retrieved.

13:52 WET - Western Europe Time DST @Hep- (D A
N
Press @ 0 exitiull sacen Welcome Procurement Office
N e PS | e %ﬂrﬁng eTendering Helpdesk - 0800 069 8634

n Main Dashboard X

Contracts in Negotiation New Messages (last 30 days) = Open and Pending Auctions
.
No Centracts to display i) No Unread Messages i) No Auctions to display
i
B> My Running Surveys = My PQQs with Pending Responses = Quick Links
B
~ Standard Links
No Scorecards to display i) No PQQs to display
X0
Organisation Profile
Published Opportunities
PQQs/ITTs Open to All Suppliers = My ITTs with Pending Responses 5 i At
Currently Open Next Closing Date My PQQs
No ITTs to display
PQQ 22 01/06/2019 23:59 My ITTs
ITT 133 31/05/2019 12:00 My Contracts
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Help
If you need help using eTenderWales or experience technical difficulties you should contact the eTendering Helpdesk on 0800 069
8634.
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