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Access active Negotiations

1. Click on the following link and login > aspire homepage
2. Click on <Supplier Portal>

Good morning, Jack UAT2!

02 +

Supplier Portal

Requiring Attention Recent Activity

4. “Invitation Received” select <No> from drop-down
5. “Responses Submitted” Select <Blank> from drop-down
6. Click on <Search>

Active Negotiations

4 Search Manage Watchlist | Saved Search | Open invie
Negotiation ** invitation Re
Tii Rew
Negotar " ® Neg

. > B
[Searc | Roset | save.

This will return all Negotiations (where you have not received a direct invitation) as shown below.

orRr o @
Active Negotiations =
b Search Manage Wolchiist | Saved Search | Oper
earch Results
Format Dot ccept Tems
Negotetion  Thls @ Negoiieton Type Yire Remaining Closa Date Your Responses Wil Participate [ — Jusporne
af g
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2.

3.

Select Negotiation and accept terms

1. Click on the <Negotiation number i.e. 39>

Active Negotiations

¥ Search Manage Watcnist  Sov

Search Results

Abors > Viewy Fomav [ Fem Owsch o wo [ Acowtrema) ack
- 4% Nagotision Type Tine Rorma Your Responses. WillParicipate Unresd Messages ViewpOF e

 Portal Negotiation Test - 1 RFQ 185.Ds) =

RFi -

Columns Hidden 4

2. Review to the Terms and Conditions of the Negotiation in full.
3. Click on <Accept Terms>

Accept Terms and Conditions (RFQ 39)

1 REQUEST CONDITIONS

2. NATURE OF REQUEST

3. INTERPRETATION

4. Click on <Submit>

Accept Terms x

4
=

The Negotiation homepage will open.

Review Negotiation

1. Click on <Requirements>
2. Click on <View>
3. Click on <Collapse All>

RFQ: 925 Coms . EaE=A
e v pen Dat 4
fose Dat :
Table of Contents R
Serol to First Sistoue  [PYO% Naroness Snd uplind Siuciumanis whery e |
Secroll to Last CirieEnd
S =& lumos Preview Requirement Questionnaire
ormat Detach
= . s
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4. Review instructions.

5. Review the “Weight” assigned to each of the “Requirements” sections.

Table of Contents.

Requirements|

4 Instructions

Save as you go

Submitting a Response

Summary
View » Fomat w Detach

Requirement Reguirement Text

Preview Requirement Questionnaire

Scoring Team  Weight  Attachments

100,00

6. Click on <“expand icon”> to display the “Weight” assigned to questions within a section.

Summary
View w Format w Datach

Requirement Requirement Text

and Campliance

Specific Instances and Outcomes

Relevant Partnerships

of parinerships and anmang with health and other services peninent 1o the delivry of the service

Data Collection Method

D t data col
Inelu

b [714 Service Mathodology

Total

Preview Requirsment Questionnaire

Sconng Team  Weight  Attachments
equalificaion
Praqualiication

Quakta

10.00

ar.50

250

7. Click on <Lines>
8. Review the instructions.

RFQ: 925

=9

Table of Contents

Lines Q

4 Instructions

Responding to Lines

ther valye in this fleld,

View v Format w Detach

Category
Line Item Description Name

Quantity UOM

Requested

Delivery Date  SrPrice  Attachments

Location
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Create and submit Response

1. Click on <Create Response>

RFQ: 925

| Messages || Creste Response | Actions + [l Done
Australian Dolla

Open Date  14-Nov-2024 4:08 PM
Close Date  28-Nov-2024 200 PM

Time Remaining 13 Days 3 Hours
Table of Contents Requirements

4 Instructions

Save as you go

2. Click on <Requirements>

- equTements
Create Response (Quote 57558): Requirements @

3. Respond to each question in the section.
4. Navigate through each section using the drop down or arrows.

aor & @
o

e Requirements
Create Response (Quote 57558): Requirements

o g £ ) £ 0 )

" 1 Agreement Terms and Conditions

Draft Activity Schedule and associated documents

Public Liability Insurance

: Commitment to the Gayaa Dhuwi Declaration

5. Click on <Line>

Enter the amount from the “Start Price” into <Response Price> for each line.
7. Click on <Submit>.

Create Response (Quote 57558): Lines

Ackons w View w Formal w Detach

Line Descripton

';:::.T Catagory Mame StanPrics Response Price tai Score ';‘:}:’;‘; vom Line Amouny FTomised

Deirvery Date

°

°

8. Click on <OK> in the confirmation of Response submission.

RFQ: 925

» Confirmation

Tahile of Contents

Cover Page
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Important other information

Text response character limit

Where a Requirement has the ability to provide a multiple line text response it is important to note that
the space it limited to a maximum of 4000 CHARACTERS (including spaces). This is equivalent to
approximately 700 WORDS.

Downloading attachments

Method 1 - Whilst completing Response (individually only)
Where a Requirement has one or more attachments these will be shown under the question with the

word “Attachments” in grey and an orange link to the document(s):  attachments Services Agrezment - Draft paf

To access the documents:

1. Click on the orange hyperlink (the Attachments box will open).
2. Click on the orange link (the document will download to your Downloads folder).

* File Name or URL Attached By

Method 2 — From the Negotiation homepage (all attachments)

1. Follow instructions at 2 - Select Negotiation and accept terms. If you have already accepted the
terms this will take you straight to the Negotiation homepage.

2. Click on <Actions>
3. Click on <View>
4. Click on <View Attachments)

Y L.

RFQ: 925 m [ — F—
Respond

Currency = Australan Dolae n{
e 2

Title  Reguest e of process Opon Date 14-Nov-2024 3
Tine Romaining 13 Days
Table of Contents Cover Page

5. Click on <Actions>
6. Click on <Download All> (all documents will download as a zip folder)

Attachments (RFQ 925)  oone |
x [Q

Dovenlosd
Level Attached To

Requirement 1. Pre-Qualification 1. Agresment Terms and Condtians

5 Agraement - Dra.
=

vedule- . Requirement 1. Pre-Qualification 2. Draft Activity Schaduls and associated documents

Title
Servic

Fequirement 1 Pre-Qualificaion 151 Proposed amendments Propas.
Servic
B

Budget and Acquinal Tamplats- . Requiremen " 6 Budget 1. Budget cget snd Acquital Tam s4KB
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Attaching documents

Questions in requirements may provide the option to attach a document or may require a document

as a mandatory requirement.

Where the ability to attach a document is available the following will appear below the question
Response Attachments None 4 \which jndicates that documents can be attached and that there are currently

none attached.

If the question requires an attachment as a mandatory requirement a blue asterisk will appear as

fOIIOWS * Response Attachments None .

Click on the <+> icon shown above (the Attachments box will open as below).
Click the <+>icon.

Drag and drop and the document over the “Choose File” button.

Continue steps 2 and 3 above until all documents are attached.

Click on <OK>.

akrwbdPRE

Attachments

Description Attached By Attached Date

ckiestd Suppli...  15-Nov-2024 1:26 PM

5
m Cancel

Partial completion, saving and closing

Save and continue
At any time you can save the work you have done (to ensure nothing is lost) and continue.

1. Click on <Save> and continue.

" Requrement Lnes Reve
Create Response (Quote 55551): Overview @ m m Qm m

Save and close
At any time you can also save and close (and return to continue and complete your Response later.

1. Click on <Save drop down arrow>.
2. Click on <Save and Close>.

Create Response (Quote 55551): Overview @
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