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INTRODUCTION &4y

This Step-By-Step Guide is provided to assist you in using the (In-tend) e-tendering system. Once you
have registered, you will be able to maintain your company information, return tender submissions and
maintain company/contract documentation in a secure area via the internet.

In-tend &9 [E A2 R H T R TE e RIfELA8is 5240, Bl A AR H L.
ZIEFRES T NEAE A (in) e-tendering %1, —Z&IEM, R RENS T HBEM, 7E—A> 22 R B
BIAFGE R, T BAE A TA RS BAEAZ S ISR E R, B R TEFEAE 1 3T
S B B, WA R 5% ) i 5 Kori Xiao(kori.xiao@britishcouncil.org.cn/020-85103069) % i .

If you encounter any difficulties whilst using the system you can contact out Support team by phoning
0844 2728810 or emailing support@in-tend.co.uk

WERIELEAL 1% R 408 R R A, 1E$E0844 2728810 S & HE {4 Zsupport@in-tend.co.uk  ({Y R4 50)
U R R E AR RS, DL S SO, i HKori Xiaolif £ (kori.xiao@britishcouncil.org.cn/020-85103069)
5 H M ST AR R .

REGISTERING ON THE E-TENDERING SYSTEM
JFME-TENDERING Z %:

Visit https://in-tendhost.co.uk/britishcouncil/aspx/Home to access the (In-tend) supplier portal.
THW https://lin-tendhost.co.uk/britishcouncil/aspx/Home #E At 5 {# F I E-TENDERING £ 4t

From the homepage click on Register £ 3 7 #7735 it

Buyers Profiles Tender Contracts Register Help

e-Mail Address :

AS ONE OF OUR SUPPLIERS, WE NEED TO MAKE SURE YOU RECEIVE OUR EMAIL NOTIFICATIONS. TO ENSURE OUR EMAILS
| F =ACH YOUR INBOX FLEASE ADD OUR EMAIL DOMAIN @IN-TENDORGANISER CO.UK TO YOUR SAFE SENDERS AND CHECK YOUR
SPAM FILTER SETTINGS. THANK YOU

Password :

/| Welcome to the British Council electronic tendering process

From this web site you can

Forgotten Details
« View a list of tenders/contracts/quotations.
[ Register « Wiew information on contracts that have already been awarded.
+ Express interest in a particular tender or guotation.
* Receive tender and/or quotation documentation.
] « Safely return your tender or guotation documents.
+ Send and receive correspondence.

[ in-community

NOTE: Flease be aware that failure How do | get started?
to provide correct login information
three times will result in your + To browse the list of tenders and quotations select the Tenders option. If you are interested in any of those listed, click the View Details
account being locked button for further information and fo express your interest.
* To gain full access to this web site you must register your company / organisation using the Register option.
* When your registration has been accepted, you will receive an email containing your Login Information.
= Once you have received your Login Information, or if you are already a registered user, select the Login opfion.

For more information on using the web site select the Help option.

UserlD: N/A Copyright ® 2017 In-Tend Limited. All Rights Reserved. Version: 03.10.04.03
User: Guest Date: 25/04/2017 Q comooo

Company: NA Server: SUPWEB2

- O T ==
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REGISTRATION PROCESS ¥z

As part of the simple registration form you will be asked to complete your Company Details, Company
Contact Details and Primary User Details. Email alerts and actions will be sent to the email addresses
you provide, so if possible it is useful to enter a general company email address in the Primary User
Details section such as info@ *****.co.uk.

TR TR MR — &0y, R ERSE IR S St A R VRIS B AR A i TEAE R .
SRBLA T AT S5 IR AF 2 B 3 RS B S AL il iRtk . PRIk, AR08 E, SR ER A
B BEAN— R AR BT IR, 4 info@ * * * * *. co.uk FRATAER B FHAS N HRAF bk,
DL A 388 A ) B B2 A5 R

For cases where this person or inbox may be unavailable, we strongly recommended you add an
Additional User (located at the bottom of the screen) so they can gain access to the site and also
receive a copy of the emails. All Yellow fields are mandatory.

XFFASRENE K S (N G BRSPS RT RO DL, BT D0 2N WU I — NN P (2 T i 1Y
JEFR),  DMEARBATTAT LATT I P, IO o 5l PR A EAS . A 5 G 0 B0 2 I SE R o

Buyers Profiles. Tenders

Registration

Company Details s Clas: Company Categories

In arder to gain full access to this website you must register your company / organisation details

1 you believe that your company / organisation has already registered on this site but you are a new user who requires access, please contact one of the existing
registered contacts and ask them to add you as a new contact

PLEASE NOTE: Yellow fields are MANDATORY

ﬁ Company Details

Company Reg No : ‘ | 1do not have a Company Reg Number (]

Company Name : ‘ | Address Line 1: | |
Address Line 2 : ‘ | Town/City : | |
County/State : ‘ | Postcode/Zip : | |
Country : [United Kingdom ~|  Structure: [Please select an item... v
Company Summary :

—

Telephone : ‘ | Fax: ‘ |

Website : ‘ |

— Primary User Details

Contact First Name :

Contact Last Name : ‘ |

Email Address : Confirm Email Address : ‘ |

\
Telephone : ‘
\
\

Password : Confirm Password : ‘ |
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Whilst registering you may only add one additional point of contact, however after the registration is
complete you may login to your account and add as many additional contacts as you like.

FEVENHYIE], ERTRE R AIN—ADNEOMNOER RN, EAEEM ERJE, WA & E R LU SR BIE R, ANn
EL ) HAERRN .

It is recommended for situations where the primary contact is not available, additional points of contact are registered as they would still be able to gain access.

While registering you may only add one additional point of contact, after the regi: ion is c you may login to your account and add as many
additional contacts as you like.

Additional User Details

Contact First Name : | | Contact Last Name : | |
Telephone : | |
Email Address : | | Confirm Email Address : | |

Password : | | Confirm Password : | |

Register My Company

In the Business Classifications tab you are able to add the business category codes relevant to your
company. Enter a keyword or click on the search button to see the full list of available categories. Click
the blue + symbol to add a category you require. You can add multiple categories.

£ Mg R” IR, AT LR INS AA F SRR S RS . AR e R R
A VAR F IO e AR, Baliit + S aldsinprd 3. Eal AASInZ 2805 .

Company Details Business Classifications Company Categories

Type in a keyword and click Search. For the complete list, click search while box is empty

Search: |market ‘
Category Title

80141500 Market research +
80141600 Marketing consult —l
80140000 Marketing materials +
86101810 Marketing Training +

‘ Category Title ‘
Register My Company

In the Company Categories tab you are able to tick any of the categories that apply to your company.

£ CRTSHT IR, AT RL A A A F] AR S .
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Buyers Profiles Tenders Contracts Register Help

Registration

Company Details Business Classifications Company Categories
Company Categories

["] Micro Organisation (<10 Employees)

[[] Small Organisation (10-49 employees)

[[] Medir ized O isation (50-249 employees)
[] Large © isation (250+ employees)

[[] Black and Minority Ethnic Organisations (BME)
[ ¢ ies Owned or M, d by W

[[] Community and Yoluntary Organisations (CVO)
[ ¢ ity Interest C ies (CIC)

[[] Social Enterprise Partnership

[] Social Enterprises (SE}

[] Envi lly Friendly suppliers (and products)
[] Fair Trade suppliers (and products)

[[] Enterprises

Register My Company —

Once you are happy with the details click on Register My Company
WMEMIHG A NE, st “EMRAR” .

You should not register your company more than once, unless they are under a separate company
registration number. If your company has several locations, register the company against the head office
and add contact details for individuals at the different locations. You can add one additional user at the
time of registration. Once registered, you can add several contacts in the Company Details section.

BRAFEIMA AR A TN S, BARZZ OEMER AR WRER ARG 2N AME, HEMHZS
F] L AL, ORI S NI R AR (S B . T DA I T — NS R o TR,
AT DATE " A MR RS AR

Once registration is complete, the system will then thank you for registering and inform you that your
details are being processed. You will then shortly receive an email with confirmation of your email and
password.

TEM e, RGURH 2 RO M FE RS TS B R AL B i A . ARJE,  RORHR RIS — &
LT A, DA T A R S A A S A

Thank you for registering.

Tears o Tor regRieTg 0 T COPGary S Pon eoey Se B0

Vi L B B (OO B GRCR [T el B AT B 0 COPRE T AT I e D ]

Trarsd o ol Coriee Pa pulorale ol spvier perer el e B2 8 el im0 cenendes o P ool addeei aed paneeced

o sl oF Toll ce(ra i a0y o De W 10 00 D e S PR PR OF T el uile
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MANAGING YOUR COMPANY DETAILS
BHEIRKAFER

If you need to update your company information you can do this from the Company Details section on
the top menu bar. From here you can edit/add information regarding the company, contact details,
company documents and business classifications.

IR HF BT AFEE, S DOATIESE AR " ARG R AT BRI AR BT DA 45
M RAFREE, BRI, 27733,

Home Buyers Profiles Messages Tenders Contracts Company Details Help Logout

Company Details

Details Documents Business Categories Contact Details
Address Company Banking Insurance Other Accreditation Categories Summary

Company Name : ‘ DG service Industries(Test) |
Other Name : ‘ |
Address Line 1: ‘ Geleneagles House |
Address Line 2: ‘ |
Town/City : ‘ |
County/State : ‘ |
Postcode/Zip : ‘ DE1 1UP |
Country : ‘Uﬂited Kingdom
Organisation Structure : ‘Please select an item...
Telephone : ‘ 0844 272 8810 |
Fax: ‘ |
Website : ‘ |
Company e-Mail :
Publish e-Mail : dgserviced@email.com
Enquiries e-Mail :
Health and Safety e-Mail : ‘

Key : | Mandatory |

Please note that it is important that you do keep your details up to date, particularly your contact
email addresses as you may miss out on tender opportunities which may be of interest.

HER, REAFAGBENENRER, RHRRKBETHRE, FARTERESREXNBIHERILS.
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TENDER OPPORTUNITIES ##ril&

To access tender opportunities hover over the Tenders section at the top menu bar and then click on
Current, this will provide you with a full list of current tender opportunities. For a tender that you are
interested in you should click View Details

T RAbrEAF AT AR MIHRS (Tenders) #B5y, SRJE AT ZAT (Current) , TS EEAIFHARHL&IE #
B mBl. W TEEEBIR, HRL “EREEMEET .

Buyers Profile: Messages Contracts Company Details Help Logout

% Media Buying % Date documents can be requested until: 06 June 2017

British Council anticipates that it will spend above 2.5 million pounds on MEDIA in MENA and

|

My Tenders 3 million pounds in South Asia aver the next 3 years and therefore it wishes fo retain an
Current Description agency as its regional / centralized supplier for the two regions for the provision of planning
Forthcoming and buying media space from media owners. The primary focus is digital media but the South
Awarded Asia region also has a requirement for TV, Radio, outdoor and other offline media.
Show all

Customer

All v

From the Tender Management screen you are able to Express Interest in the tender.

MABFRE BRI TR T, BAIZARFHARIEOSER, 154% “express interest” BERINA MHEBEAR.

Buyers Profiles Messages Confracts Company Details Help Logout

Tender Management

Media Buying ‘_l,’

Title : Media Buying
Reference : BC/00335
Description : British Council anticipates that it will spend above 2.5 million pounds on MEDIA in

MENA and 3 million pounds in South Asia over the next 3 years and therefore it wishes
to retain an agency as its regional / centralized supplier for the two regions for the
provision of planning and buying media space from media owners, The primary focus is
digital media but the South Asia region alse has a reguirement for TV, Radio, outdoor
and other offline media.

Contact : Farhat Naheed
0QJEU Notice Date : 04 May 2017
Date documents can be requested until = 06 June 2017

0JEU Notices

D —
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You will then be asked to either log into an existing account or register a new one.
SRR o5 R i E NI K5 BRI — K 5

Once you have expressed your interest you will instantly see an update as to your status in the tender
process and it will tell you that your expression of interest is being processed.

— B HIE, JRLZIE RISt A R AR RE T IR %I IR AR R

Tender Management

Your return has not yet been sent

m Mini-Competition Documents Cormrespondence History

Sports Kits_Football Development in China Programme _Education Marketing Apr2017
Title : Sports Kits_Football Development in China Programme_Education _Marketing_Apr2017
Description : We need supplier to provide event management and related materials
Contact : Joyce Li
Date documents can be requested until : 24 May 2017
Customer : Corporate Services
Process : Mon-0OJEU
Directive : Services
Procedure : Unspecified

Once your expression of interest is received and accepted by the organisation (this may not happen
straight away) you should receive an email saying that you have received tender documents and you
should login to the secure area of the website to access them. If documents are immediately available,
you will be taken straight to the latest tender stage screen.

— HARKIHE B IRA TG, AR CE] — B B A, Box AU BRSO, 7 Z 8 sk B P #EAT U5 1
URIARII AT Ty A, S B N Bl (K B b B LT

If you are not currently logged in, from the homepage you should enter your email address and
password then click Login.

R NS 7 N N 1= DN AR DS Y SR T e o e L R S T = S

e-Mail Address :

Password :

| |

Fargotten Details

Register

in-community

NOTE: Flease be aware that failure
to provide comect login information
three times will result in your
account being locked

www.britishcouncil.org




*Please note that you are given three attempts to enter your email address and password. Please
ensure you click the Forgotten your Password button if you cannot remember your details otherwise
your account will be locked!

* AFEE, EH =0 ER B T AR EATE S L2 . R EEANCARE IR E 6D, e RIS
iy “EICE R L, SRR R UE |

LOCKED ACCOUNT I F 4 8

If you enter your password incorrect 3 times then your account will become locked.
This can be unlocked by clicking the “Unlock Account” button.
AR R S 3 Ik, SERIIK P IS HUE

SGEBUIL L v /2 A (7S by 1

Your account has been locked.

Your account has been locked. To unlock your
account click the Unlock Account button below.

el Unlock Account

r . |

An e-Mail has been sent to your account with instructions on how to unlock your
account.

An email will be automatically sent to your registered email address containing a link which can be used
to unlock your account.

HLF BB B s BOR 2SS IOEN T BRAE, Hp s —AVEEE, wf UHDRAEBUE Rk .

Once you are logged in, go to the Tenders section at the top menu bar and click on My Tenders, find
the tender that you are dealing with and click View Details. From the Tender Management section, you
can easily see what your status is within the tender process. You will be able to see tabs running across
the top. The tab which is RED is the current stage of the tender process (eg. Pre Qualification Stage,
Invitation to Tender stage).

www.britishcouncil.org




Hoka, HREBITHSCERR) e, R R ARTS, KB E N BARS, Rl ‘&
BVEAER” o MIHARE Ry, AT DURA A I bR R P ORES . O BENE TR 2L J7 1 T
rbrle 2Lt HIPRE R THAR RE AT AT B, BN BAR T B BL,  HHARB LI «

Tender Management

Your return has not yet been sent

Mini-Competition Documents Correspondence History

Sports Kits_Football Development in China Programme_Education _Marketing_Apr2017
Title : Sports Kits_Football Development in China Programme_Education _Marketing_Apr2017
Description : We need supplier to provide event management and related materials
Contact : Joyce Li
Date documents can be requested until : 24 May 2017
Customer : Corporate Services
Process : Non-QJEU
Directive : Services
Procedure : Unspecified

SUBMIT TENDER RETURN $#A #5515

If you click on this tab (e.g. ‘ITT’) you will go into the section where you can access the tender
documents. At the top of this section you will see instructions as to how to attach and submit documents
which you should read carefully as they talk you through step by step.

ARG R T (Bl “TITT”), RERTHEA VS AR SR U . EA T A 000, S8 24T
B INANSR A SO B, 3 A B A — AR I

In this section you will see the follow headings:

FEATT R, RORE B LA bril:

Tender Documents Received: View and/or download tender documents received

FRUSCEBRSCA : AE /BT BB bR S

My Tender Return*: If any mandatory documents have been requested, they will be shown in
the My Tender Return section against a Red button. You will need to attach them using the
Attach Documents button within the My Tender Return section at the bottom of this screen.

If a Questionnaire is required to be completed, it will be shown in Red and marked Not Started in
the My Tender Return section. It is mandatory that any Questionnaire’s must be completed.
I FRA B bR W FAT LI ESE S SN, 22 s AE “HRATTRIGIRAR " H 70 Hh £L 20T B (R 7 B
TR HREAETUR T 77, A “Mnscks” s igse et
e “ AR " M FETEMIAER, MBS BN RNA AT, e CORIFRY o X
WIS 7 51 .

Attach Documents (if available): Attach any additional documents you wish to return as part of
your tender submission; these will upload to the My Tender Return section.
A (A FTED W ORHRAR RS T A SR, AR RS AR
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e Submit Return: Click the Submit Return button only when you are completely happy that you
have all the documents uploaded that you need to submit.
FIIRAS: B2 R BT IR SO, By RS .

Mini-Competition Documents Cormrespondence History

How To Attach & Submit Documents

1. 1If any mandatory documents have been requested, they will be shown in the My Tender Return section against a Red button.

2. If a Questi ire is required to be completed, it will be shown in Red and marked Not Started in the My Tender Return section. It is datory that any Questionnaire’s
must be completed.

3. To attach additional documents you wish to submit as part of your tender return, click the Attach Documents button under the My Tender Return section (if available).
These will then appear in the My Tender Return section.

NOTE : Large files may take some time to upload.

4. When you have completed all the above steps and are ready to submit your tender return, click the red Submit Return at the bottom of this page.

Server Time : (FEIETTENCTERTER] Ove Date: FFTFTTRICCIERETI  Time Remaining - FITET H

Deadline for responses has passed, but late submissions might be accepted

You cannot submit your return until company information has been verified. Company Details

Tender Details

Stage Name Mini-Competition Documents

Closing Date 31 May 2017

Stage Start Date 24 May 2017

Project Title its F Il ment in China Programm: ion M. in: r.
Project Description We need supplier to provide event management and related materials

Tender Documents Received - Main Description Options

Supplier proposal for Education Sports Version 5 Apr 2017 ——
- branding.xls

My Tender Return - Main Description Options

RFP-Sports Kns_Foo_tl}all Develqpment in China (Adobe Acrobat Document) - m
Programme_Education _Marketing_Apr2017.pdf

SI::::' prolposal for Education Sports Version 6 Apr 2017  (Microsoft Excel Worksheet) -
- ing.xls

Select documents you wish to add to the My Tender Return section above using the Attach Documents button below.

NOTE : Large files can take some time to upload.

—

Submit My Return

When you have completed all the above steps and are ready to submit your tender return, click the Submit Return button, Very | m p (0] rtant! | |

Mote: You can make one or more returns on this stage. Your last return will supersede any previous returns. E”E':%"EE ! ! !

Submit Return —

*If you cannot yet see the ‘My Tender Return’ area then they may be because the buyer requires you
confirm your involvement by either ‘Opt In” or Opt Out’.

* AIRARIEAGER B “FMFLAZHR ", AT RERE T ST ZORIREAZ “CEFIA © Bk “EFHRE 7 .
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‘Opt In” / *Opt Out’
(if switched on by the buyer)

Confirmation of Your Involvment

Please ensure that you inform us of your decision to participate. To submit a response, you will be required to Opt In.

Opt In- This will confirm to us of your involvement and your intention to submit a retum.

Opt Out- This will confirm to us that you are not submitting a return, You will be able to provide a reason as to your decision and have the option to cease any system-generated
communication. You will be able to opt back in at any point.

BT |

‘Opt In’ — This confirms your involvement and your intention to submit a bid. Opt In gives access
to the ‘My Tender Return’ area containing any questionnaires, required document uploads and the
‘Submit Return’ button.

CHEFEIMANT SIZKEIN TIRES SMRERAZ MM R . A CRIENRT X, ST,
B AR SRR “IRAS R .

‘Opt Out’- This can be selected at any time during the tender process. Opt out informs the buyer
you no longer wish to take part in the process. You have the opportunity to enter some feedback
comments when selecting the ‘Opt Out’ button.

CIEFRRH R EAE, ATRMEAR T RE IR T, IR FRR T SRR IR A E S
s, RTE My B 1A S TR — 2R R .

Opt Out

viease contirm your reasons for opting out of this stage.

i~ Stop Receiving Correspondence

When you ‘Opt Out’ you can specify that you no longer wish to receive automated emails for this tender
by selecting ‘Stop Receiving Correspondence’

HEEFGR I, AL AR E R RS IR AR A5 ) B Bl T e

You may opt back in at any time as long as within the timescales set out by the tender deadline. Opting
back in will also enable the receiving of correspondence.

RSl B YIoeE (i a2, ] DABEIN IR FRIBOHIR Y, w] AU b 45 10 B Bl H 7 il

Once you have submitted your return you will be able to view a Return Receipt which confirms all the
details of your submission. This will always be available to view within the History tab.

— BIEIRAS T HIAR T TS, RO RE R B hr B IS Rk, BRI E AT . AT RAAE 7
Jisidsk” EmRhaE.
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Return Receipt

Here is the receipt of your Return Submission. Please Print a hard-copy for your records.

Sports Kits_Football Development in China Programme_Education
_Marketing_Apr2017

Tender:
Stage : Mini-Competition Documents
Submitted At: 02 Jun 2017 00:32
Submitted By : Xinwei Li
Submitted By (e-Mail) : 111213421@hoimail.com
Documents Returned : 2 item(s)...
RFP Football Development in China Programme 2017 - Branding VB GW.docx (Attached Document)

RFP-Sports Kits_Football Development in China Programme_Education _Marketing_Apr2017 pdf (Attached Document)

Close

If for any reason you wish to amend your return you may be able to do so by going into the stage tab
again. The screen visible will show you all the documents that you returned as part of your original
submission. If you want to remove any documents or add additional documents you can do this now.

ISR AR, A B SR BR B, ] LG N Z S, U SR RS P TR 46
SO AR ARE N BR BN HAB SRS, T AR MR B AT R AR

Please note you should ensure that ALL the documents which you wish to be evaluated as part

of your tender return are included in the My Tender Return section before you click on Modify
Return as you are overiding the first return!

R, BROXHRAE [T HIARIRER, FEAPEE I —3B 0 M PTE 3R 2 SR 278 i SRR B A SO

Tender Documents Received - Main Description Options

Supplier proposal for Education Sports Version 5 Apr 2017
- branding.xls

My Tender Return - Main Description Options

RFP Football Development in China Programme 2017 - (Microsoft Word Document)
Branding V8 GW.docx

RFP-Sports Kits_Football Development in China (Adobe Acrobat Document)
Programme_Education _Marketing_Apr2017.pdf

Return Submitted

You have made a previous return for this tender on 02 June 2017

It is possible to modify the your return by selecting the ‘Modify Return’ button. Please note that any documents not included in the subsequent return will not be considered. All
tender documents you wish to return must be included in your modified bid as this replaces your first and existing bids.

You must press the ‘Submit’ button again, in order to submit any subsequent modified returns,

Modify Return —

www.britishcouncil.org 13




CORRESPONDENCE YaiEEt &

This procedure is used to receive and send a communication regarding a tender/contract via the
website.

D R i P st R AR MO A S b/ [ D7) 8 IR 22 07 3

If you receive Correspondence you will firstly receive an email alert informing you of this. You will need
to login to the secure area of the system to view it. When you first login you will see on the homepage in

red a prompt to say that there are unread correspondence. If you click on the link it will take you straight
through to the message.

WARIERIE R, B E el ) —FHEMER T, B R EERI ARG ERIITES. SR
B RERN, RSFE BTN LA OISR WdrisE, = EEmE R Nz

User:) APERSON o
Compe ‘ Welcome to the secure area of the web site
SR,

= 1 piece of unread correspondence

in-community ]

hat do | do next?
» Tosee alist of all tenders you are involved in click My Tenders under Tenders. This is where you will be able to view any documents you
have been sent, make your return and check your progress on the tender

= Toexpress interest in a tender click the Tenders button from the menu bar at top of the page. From here you will have access to a list of
tenders. Select the View Details button and from here you can express interest via the Express Interest button

= To view the history of your correspondence click the Messages button.
= Tosand corespondence click the Messages button and select Send Correspondence.

British Council Training e-Tendering procurement policies and initiatives.

= For further information on British Council Training e-Tendering procurement policies and initiatives please click on the following link.

Alternatively, you can view the message through the Tender Management screen where it will tell you in
brackets how many correspondence there are in the Correspondence tab. You can view the message,
view any attachments and also make a reply.

B, AT LS AR B S IR A A MR B R . SR LB TR EE WA AR R AT IR

Tender Management
Your return has been received by us

Tender Mini-Competition Documents Correspondence History

[Please note : The correspondence awo be used for tender based queries, please see the help section for the technical contact details. ]
L Mes Re

sage eply
Received
Sent i .
Unread Subject: | the Q & A meeting |
Read .
Show all.. Message: Hi all,

Please notice that our Q & A meeting will be arranged on 2nd June, from 14:00 to 14:30. If you have any questions, we

will answer you on this meeting. Thank you.

Date: [02 Jun 2017 00:15 | Direction: | Message Received |

Create Correspondence -~ -~ 8 |
== = 2 o

02 Jun % the Q & A meeting
2017 00:15
02 Jun "% Please notice that the tender information have been posted on the system

2017 00:10
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You can also view Correspondence through the Messages tab at the top of the screen

FAb, ARIET] LB R Y IZ A “Message (5 8. REEEE.

Home Buyers Profiles Tenders

Corraspondance

inwei Li || crarifications
ny: Daliwa product

Actlons

CLARIFICATIONS f#&F% BE

If there are any Clarifications made against the tender you can access them by viewing the tender

details and a new tab will appear. It will tell you how many clarifications there are in brackets. Click on
the Clarifications tab to view.

ARATAEF PR MR U B, ARF] DL B AR, X — R HIbRAE I, 550 5 B v]
FIEAT 2 /D Sk iR W] o TRl “WRRE ] IEITHEHT R .

Home Buyers Profiles [ i o s Company Details Help

Clarifications

x|

02 June 2017 Please find the answer for the questions M%J’oﬂhdi D"""""‘F“""“‘ in China

Read g | keting Apr2017
Unread
Show all.. -
Froiact | Name: Please find the answer for the questions |
besciption:  [Gremioram0

QuestionBXX0K

Thank you.

Date: [0 June 7017 ]

View Project

NB. If you require clarification regarding the tender you should send your clarification request via
Correspondence

WIERAR T B HAFR BEAT AR Ui B, 158 1T correspondence SRHE A VR IIARRE 1 B HE i
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ACTIONS 4F4&-#4E

This procedure is used to send you tasks which should be completed by a certain date. The system will
send out automatic reminders for you to complete Actions.
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If you receive an Action email, log in to your homepage and a red link will appear on screen.

Click on the red link or hover over Messages at the top menu bar and then click Actions.
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Home Buyers Profiles Mezsages Tenders Confracts Company Details Help Legout

User: Xinwei Li
Company: Daliwa product

Welcome to the secure area of the web site

[ . ) ] = 1 outstanding action
in-community \

What do | do next?

* To see a list of all tenders you are involved in click My Tenders under Tenders. This is where you will be able to view any documents you
have been sent, make your return and check your progress on the tender

= To express interest in a tender click the Tenders button from the menu bar at top of the page. From here you will have access to a list of
tenders. Select the View Details button and from here you can express interest via the Express Interest button

* To view the history of your correspondence click the Messages button.
= Tosend correspondence click the Messages button and select Send Correspondence.

British Council Training e-Tendering procurement policies and initiatives.

= For further information on British Council Training e-Tendering procurement policies and initiatives please click on the following link.

You will be taken you to this screen where you can view details of the action placed against you.
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= Due Date = Who Assodated = Status = Raised Date Description
| | % 02 June 2017 Xinwei Li Not 02 June 2017  Associated With Clarification : Please find the answer
Qutstanding Completed for the questions...
Completed
Show all _________
_
Project Date Due: [ 02 June 2017 |
[None v Who: [ Xinwei Li |
Contract
Raised Date: | 02 June 2017 |
| None V|
Status: | Mot Completed |
Description: Associated With Clarification : Please find the answer for the questions...

Complete Action

Read through the Action and make sure everything requested is completed then click COMPLETE
ACTION.
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TENDER HISTORY ##ridF:

Within the My Tenders section you will see the History tab where there is a log of your involvement of
the tender, right from your expression of interest to the current status.
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Your return has been received by us

Tender Management

Tender Mini-Competition Documents Correspondence Clarifications

Date Description

02 Jun 2017 00:32 Your return was received by us for Stage 'Mini-
Competition Documents’
02 Jun 2017 00:32 Your return has been sent to us for Stage 'Mini- - o
. . View Receipt
Competition Documents
01 Jun 2017 08:58 You started processing the tender documentation for

Stage 'Mini-Competition Documents’

24 May 2017 09:55 You received tender documentation for Stage "Mini-
Competition Documents’

24 May 2017 09:55 A new Stage has been published

If you require any additional information or help, please contact the In-tend Support Desk.

In-tend Support
Tel: 0844 2728810
Email: support@in-tend.co.uk
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