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CPC Members Quick Quote & Mini-Tenders Process
Creation
In order to gain access to In-tend (the In-tend Organiser), please navigate to
 https://in-tendorganiser.co.uk/cpcmembersquickquote
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You will be required to enter your ‘User name’ and ‘Password’.

A pop-up window will appear (ensure your browser settings allow for pop-ups), presenting the In-tend Organiser. 
Home Page
Project Administration – a list of all the Projects that you are attached to/involved with

Supplier returns from your website – Navigates directly to the Supplier Returns screen
Quick Quote – Create an RFQ (closed/open)

Mini-Tender – Create a closed process from a framework/approved supplier list
Selecting either ‘Quick Quotes’ or ‘Mini Tender’ allows you to quickly create your tender process (please note that you will need to have all your documents ready to attach).
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Selecting either brings up a pop-up window which requires the inputting of various information to create your quote/tender.  This will create both the Project in the CPC Organiser, as well as publish it to the Supplier Portal and inform the suppliers by email.
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Title – This is the title of your RFQ /Mini Tender advertisement.
Reference – Your own reference number for the RFQ/Mini Tender.

Description – Information for the supplier on what it is you are procuring.

Bids received by – Deadline for supplier responses/returns
Which region is this opportunity for? – Pick from the dropdown box your preferred area i.e. London

Which service are you looking for? -  Pick from the dropdown box your preferred service i.e. Vending
Which lot are you looking for?  - Pick from the dropdown box your preferred lot i.e. Beverages
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Selecting ‘Next >>’ will take the user to the next screen.  This is where the user will dictate which documents are being made accessible to the supplier/s (note: at least one document must be attached) 

Click the Add button to give you access to any documents you have on your PC and then click Next >>.
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You will then be taken to the Summary screen to confirm the information you have entered is correct.  Note: this also shows the suppliers that will be invited to quote.
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When ready, click Finish.  The Quick Quote/Mini Tender will now be created and you can click Close when done.
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The attached suppliers will all be sent an email to inform them that they have been invited to bid/quote and they are required to login to the CPC Supplier Portal, in order to make a response/return. (Note: a direct link will be provided to them)
At this point, we are now awaiting any correspondence and/or responses/returns from suppliers.
Returns

Project Summary

This is where the user will conduct all their Quick Quote related activity. There are various links which are available to the user (please view the ‘In-tend Template - Quick Quotes - Project Management’ guide for further details).
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To access the returns area for the Quick Quote, the user is required to select ‘Supplier Returns’ from the Project Summary.  This will take them to the Returns Administration screen, which provides details on the status of the returns, as well as the suppliers involved. 
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If a return has been submitted, the Status will appear as ‘Received’ and the Received date and time will be presented.  If the supplier has yet to make a return then the Status will appear as ‘Pending’.  The Quick Quote template has pre-set Opening Ceremony settings which allows the supplier names to be viewed, late returns to be accepted (Status will appear as ‘Received Late’) and an Opening Ceremony being required to open/access the responses (note: if a user was required to alter these preferences, this could be done by editing the Stage - please view the e-Tendering Training manual for further assistance).  

The returns can be filtered via the preferences at the top of the screen and the Method dictates how the return has been received. (Note: manual returns can still be included in the process, if required.  These can be receipted against and the user can upload any documentation they wish into the system - please view the e-Tendering Training manual for further assistance). 

To open the returns, the user is required to select ‘Opening Ceremony’.  This can be conducted at any time and is dictated by the user. A pop-up window will appear to allow the user to complete the process. (Note: this isn’t a Formal Opening Ceremony, so no passwords are required; however the system will record the user who is commencing/completing the process). Select ‘Next >>’ to begin the process.

IMPORTANT: Based on the default preferences, an Opening Ceremony can be conducted as many times as the user requires. For example, if the user wishes to open the return before the end date.
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The next screen will alert the user to any pending returns, as well as allow the user to add a manual return into the process via ‘Add Receipt’. (Note: the supplier must have been previously attached to the project and the user should enter the date and time the return was received).
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On completing the Opening Ceremony, all the available returns will be opened and accessible via the options in the right-hand menu.
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It is suggested at this point that a user ‘Accepts’ all the opened returns they are going to evaluate (this is so that various functionality, such as Award, becomes available in the system).

The user may select ‘Accept/Reject All’ from the right-hand menu and ‘Accept’ the suppliers’ returns to evaluate.
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By highlighting a supplier and selecting ‘View Return’, a user can view the details and the contents of that supplier’s submission. The ‘Contents’ tab shows the documents that have been returned and if any previous submissions have been submitted (i.e. those returns which may have been submitted but then modified); details of these are also available. The documents may then be downloaded or viewed, if required. 
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If a questionnaire has been used, the user can select ‘Compare Answers’ to view the responses.  This will provide a table of all the supplier answers, which can be manipulated via the ‘Preferences’ option on the right-hand side.  If the user requires it, the contents can directly be exported to Excel.

[image: image25.png]# Award Project

promct e 1~ Statanary G

Project Reference  FQ/00/0001
Reterence r
otes

ACampany Accapent
Ganers! Suppty Company Accugnd





[image: image26.png]| Prolect Templates | tome | el | €[





All of the documents from all suppliers can be viewed via the ‘Returned Documents’ option.  Individual/multiple documents can be selected to view/download and the user can also filter the returned documents via the column titles or the search options provided.
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Once the evaluation of the responses is complete, the user may then Award the Project.  The Award section within the Project Summary should now be available and by selecting ‘Award Project’, the user can dictate the status of each individual supplier.  Setting a status in the Award Wizard will not trigger any notification to suppliers but will update their status on the portal in the stage tab to either “Congratulations, you have been successful in winning this tender” or “Unfortunately, on this occasion you have not been successful in winning this tender”.  It is therefore recommended that you notify suppliers of the outcome of the tender and feedback on the reasons why suppliers were unsuccessful and/or information pertaining to any voluntary standstill periods via the Correspondence Tool.


The status of the project will then alter to ‘Awarded’ and this can be easily viewed via the ‘tick icon’ on the Project Administration screen.


The Quick Quote is now complete and may be archived when required. 
