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Section 1: Introduction to Tender Management

EUS Tender Management is a comprehensive tool that allows tenders to be created, distributed and
evaluated without the need to create and manage paper documents. The Tender Management tool
makes the tendering process easier for both buyers and suppliers and covers the entire process
including the contract management phase.

i 1.
Create Request
, for Tender
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Contract , 2. .
e R Invite suppliers
- i 3
' Receive

Swvard contract
. FESpOnSes

\ Iy 4
Analyse
responses

Tender Management is used by government organisations and general contractors to improve the
efficiency of the tendering process. For those who respond to tenders, for example general
contractors, sub-contractors and trades people, tender management simplifies and speeds up the
process of formulating tender responses.

You can add all of the necessary drawings, specifications, schedules, tender documents and other
attachments to the Request for Tender you issue or receive.

Buyers have access to a rich database of their chosen suppliers when issuing an Request for Tender.
If appropriate, you can source potential new suppliers, complete with pre-qualification details from the
supplier database.

Suppliers are able to present information to initiating organisations at the time and place that
purchasing decisions are made.

Tender Management offers you the following advantages:

Saves time and money compared with traditional methods

Greatly improves the exchange and management of information

Improves accuracy throughout the tendering, quotation and contract process
Reduces time wasted on low value administration (faxes, phone, travelling)
Increases traceability

Web-based for easy access to information - any time, anywhere

=A =4 4 -4 -4 A
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Section 2: Accessing Tender Management

In order to access the functionality within the EUS Complete Tender Management, you need to log on
to the website. Once logged on you can start working on your company settings, workflow templates,
message templates and much more.

EUS Tender Management is only available if your company has registered to use this system.

A To access EUS Tender Management:

1. Open your web browser and go to: http://www.eu-supply.com/login.asp or the url (web address)
provided by your local CTM operator.

Insert your Username and Password into the appropriate fields and then click on the [Log in] button.

The EUS Complete Tender Management Welcome Page displays.

2.1 Modules and settings within tender management

Complete Tender Management has modules and settings which can be switched on or off. This guide
describes all modules and settings available, if you cannot find specific links or modules when
accessing the system, it is likely that certain modules are switched off.

If you would like additional modules switched on, contact the CTM support or Sales Department.

2.2 Adminright s

User that has administrator rights can access all tenders, contracts and workspaces that have been
created within its company registration.
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http://www.optusbusiness.com.au/incite

Manage company information

The administrative tasks in the system are limited to management of the company information and
management of the company users in the system.

Clients, contractors and sub-contractors are responsible for maintaining company information on the
sitet. To make changes to your company details, select
menu.

& Craig © Help~ ® Log out

Welcome Craig McDong  user profiles

Company administration

The Company information screen displays your current settings and company information.

Company information

Company trading name Region/Division
Authority 1 adwiseur

Main office address

Beachside

1000 AM Organisation no
Amsterdam nvt

Netherlands

Company description
Authority 1 buys things

Contact person name Email
Craig MeDonald B4 medonaldiBauthornity. com
Phone

+31 020 8T0E500

Current membership
Buyer membership

Edit....

Contracting authority profile

¥ Logotype display Edit
Upload a logotype to be displayed with your profile.

v Company Profile (presentation of business) Edit
Enter detailed information about your company, for your contracting
authority profile. Sector, type and activities can be added, as well as

documents and appeal procedures.

Publication Profile
v Publication profile template for publication forms to national publication  Edit
portals and TED.

Current service subscriptions

g
‘ -

+  Office administration Edit
Create and set-up offices for your company.

v  Document folder Display
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2.3 Update company information & Authority Profile

A 2.3.1 To change company details:

1. Select &ompany administration6from the Navigation dropdown menu. The Company information
screen displays.

2. Click [Edité ] at the bottom of the first section with heading Company Information.

Company information

Company frading name Region/Division
Authority 1 Eurcpe

Main office address

Beachside

1000 AM Organisation no
Amsterdam vt

Metherdands

Company description
Authority 1

Contact person name Email
Craig McDonald 4 me@authonity. com

Phone
+31 020 6708500

Current membership
Buyer membership

Edit...

3. Change the details as required. All fields with an * (asterisk) are mandatory and must be
completed.

4. When the details are changed, click [Save].

A 2.3.2 To change Authority Profile

1. Click on d&diténext to any of the relevant fields s u ¢ h Logayped i s p €Campdny Profiled6 and
6Publ i c at. The morepyoudil in ihtetidese fields the more will your TED and other forms for
publications be prefilled with this data automatically.
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Contracting authority profile

® Logotype display Edit
Upload a logotype to be displayed with your profile.

+ Company Profile (presentation of business) Edit
Enter detailed information about your company, for your
contracting authority profile. Sector, type and activities can be
added, as well as documents and appeal procedures.

Publication Profile
+" Publication profile template for publication forms to national Edit
publication portals and TED.

Preview

You can upload your company logotype to be visible in all communications with the supplier and also
visible on the homepage directly after you log in. A logotype can be of type .jpg or .gif and can be max
200x200 pixels and 10 kB in size.

A Upload a company logo type:

1. Click on the dditélink next to the d.ogotyped i s pl ay 6
2. Clickthe[ Br o w dudtén]and select a logotype from your computer or network.
3. Click the [Upload logotype] to transfer the logo to the site.

Logotype

1. Select file (gif or jpg):

[ Browse... ]

2. Click here to upload:
Upload logotype

Done

s

(Display might be different when using different internet browsers)

Please note: If you want to replace your old logo with a new one, you need to delete the old one first.
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A Company Profile

The details filled into this page will cascade into any notice/award form and be shown to contractors
searching for authority information. By filling this in properly the authority will save time when filling in
the TED (or any local publication site) notice.

The 6 Bblic documents a r ¢ harea & for documents that are visible for anyone searching for and
looking at the authority profile. Click on the question mark to find more details.

Furthermore you can add 6Sectordé, &é6Type of contractin

Click on [Save] after filling in all relevant information and uploading any public documents if
appropriate.

£ Administration ~ & doniabuyer1 ® Log out

Home / Company adminisiraion / Edit buyer profile
Public documents archive

Edit buyer proﬂle In the documents section you can

. . N 5 upload any type of document to your
Edit information f bl ofill

fitemton o puc e et g i it tcoisre [
documents like purchase plans,
requirements and guidelines for

A buyer profile is web page facilitatet for authorities. The Public decuments archiv
page shows procurement related information and is open
and available to suppliers. The ohject of a buyer profile is
to display details about the authority's practice and
purpose with the tenders and also give the suppliers better

Public documents

ppliers, ed
purchase policy and related
procedures, contract templates,

information regarding the authority and better base if the Sector standard documentation, digital
supplier should participate in tenders from the authority. [ General pr , St
[ Utilities
A procurement profile is a short summary and listing of [ Defence and security
coming tenders, procedures to use and contact
information. There are no restrictions on the information to
put on the buyer profile, but for publications there are Type of the contracting authority (in case of a notice published by a contracting authorify)
requirements for standard procedures. [ Ministry or any other national or federal authority, including their regional or local sub-divisions

[ Nafional or federal agency/office

[ Regional or local authority

[ Regional or local agencylofiice

[ Body governed by public law

[ European institution/agency or intemational organisation

Check the value(s) which best describes your authority and
its main aclivities. Please note that it might have effect on
pre-selected values when filling out different forms.

Other
Main activity
- in case of a nofice published by a contracting - in case of a notice published by a contracting entity
authority [[] Railway services
[0 General public services [F] Exploration and extraction of coal and other solid fuels
[[] Social protection [ Portrelated activities
[ Education [0 Water
[ Health ] Elechricity
[0 Environment [0] Airport-related activiies
[C] Public order and safety [ Urban railway, tramway, trolleybus or bus services
[ Housing and community amenities [] Exploration and esdraction of gas and oil
[£] Defence [£] Production, transport and distribution of gas and heat
[£] Economic and financial affairs [[] Postal serices

[£] Recreation, culture and refigion
Other

Other

Save Cancel

A Publication Profile

Any information entered on this page will prefill the relevant field in the notice forms. It is possible to
overwrite this information in the actual notices. There are two tabs available:
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91 Section Ill: Legal, economic, financial and technical information
1 Section VI: Procedures for appeal

Publication Profile. Section Il

Instructions Section Il Section VI
——
Enter the information that will be pre—populated in the

notice which contains the fields. Values entered here will Conditions relating to the contract

not override any of those in a saved publication.
Deposits and guarantees required

The values will be pre-populated in the publication and can
be edited within each publication, if necessary.

Section 3: Current service subscriptions

These are the services currently available for a buyer company. Some of the services are shown or
not shown depending on the system modules installed.

All parts of the services are optional to use and fill in. However - the more information, templates,
checklists etc. that are done in this section - the more time is saved for the end users of the system
within your authority. The full list is described below.

Current service subscriptions

+" Office administration Edit
Create and set-up offices for your company.

+ Document folder Display

% Dummy suppliers Edit
Create dummy suppliers for your tenders

" Process templates Edit
Edit your templates for processes when creating
tenders

+ Checklist for tenders Edit

Edit checklist design that is used for tenders
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3.1.1 Office administration

Office administration is used to divide company users into different offices or different physical
locations. You can for example use the offices to filter the list of My RFTs to see RFTSs originating from
a specific office.

#& Amsterdam

Mark Jansen mark@eu-supply.com
Jan de Wit jan@eu-supply.com P +31-20-123
“ @& London
Jack Hugh jack@eu-supply.com P: +31-20-6708500
Christina Knowles christina@eu-supply.com P +31-20-123

# Stockholm

Sven Hansson sven@eu-supply.com P: +31--123456
Ida Lund ida@eu-supply.com P: +31--123654
No office

Create office Delete Done

A To create a new office:

1. Click on the dditélink next to the @ffice administrationd A list of users and offices are displayed.

2. Click the button [Create office], enter the name of the office and click [Save].

A To assign or unassign users to an office:

1. Click on the d&ditélink next to the @®ffice administrationd A list of users and offices are displayed
2. Click the link of the office name you want to assign users to. Office information is displayed.
3. Click the [Add/Remove members] button to edit the users assigned to the office.

4. Use the arrows to add or remove members from an office, and click [Save] when finished.

CTM_Admin_CA EN 753 new - Anne's copy.docx Page 12 of 65




A To edit an office:

1. Click Bt tlhienké next to the O60Office administrationo.
2. Click the link of the office name you want to edit. Office information is displayed.

3. Change the name of the office and press [Save] when finished.

3.1.2 Company document folder

The 6 &cument folderdservice is a way for users within the same company to share documents with
each other. You can use these documents to link them to individual tenders. You can view or add
documents on different levels:

1 Operator 1 You can only view the documents and folders that are added by your operator

1 Companyi You can view, add and remove documents and folders that are available for the
entire company.

1 Personal 1 You can view, add and remove personal documents that are only available to you.

3.1.3 Dummy suppliers

Dummy suppliers are a way for buyers to have internal suppliers added to their own RFTs. The
dummy suppliers created are not visible to any other buyer company within the system, and can only
be used by the creator buyer company. The purpose of the dummy suppliers is to allow the buyer a
view and test on how the supplier sees the RFT sent out. The dummy supplier will be created as any
ordinary supplier with his own login and company profile.

A dummy supplier cannot participate in an auction or be awarded a contract.

A To create adummy supplier:

1. Click on the d&ditélink next to the @ummy suppliers 6 .list &k current dummy suppliers created is
displayed.

2. Clickthe[ Cr e at e buitom to &tart fill in supplier information. Enter the required fields and click
[Save].

To edit dummy supplier information you need to log in as the supplier created and edit all information
from there. The dummy supplier has all the functionalityasafinor mal ¢ supplier in the
only access tenders from the contracting authority who created it.

For more information about the supplier company administration, see the Supplier user guides
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3.1.4 Process templates

Process templates are a way for the company administrator to define the processes and rules to be
used when users within the company are creating and running a RFT. Process templates can be
linked in from a pre-defined library or created specifically to fit your companyd seeds. Each of the
settings you will see in the process template are also available within an RFT, if you have decided to
show them and let them be editable by the user on a tender level.

A To access the Process templates:

1. Select ompany administrationéf r om t he mai n déopddwnimenu.sTherCarhpary n 6
informationdscreen displays with the &urrent service subscriptionsd

2. Click on the d&ditélink beside the d°rocess templatesd

Current service subscriptions

X Logotype display Edit
Upload a logotype to be displayed with your profile.

+ Office administration Edit
Create and set-up offices for your company.

+ Document folder Display

+ Dummy suppliers Edit
Create dummy suppliers for your RFTs

+ Process templates Edi
Edit your templates for processes when creating RFTs
v Checklist for RFTs Edit

Edit checklist design that is used for RFTs

The Process templates screen displays.

£ Administrafion - & Donia ® Log out
Home / Company administration / Process templates
Process templates
Process templates
Name Updated (CET)
(S step tender invite and publish locally no progressbar 30/01/2012 09:50
Donia Kilian
O  DPS Qualification 19M10/2012 12:25
Donia Kilian
O DPS Tender (above OJEU threshold) 1910/2012 12:26
Donia Kilian
O DPS Tender (below OJEU threshold) 19M0/2012 12:27 I{\\s
Donia Kilian
O invitation to 5 quotes 15/01/2014 09:52
Donia Kilian
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A To create a new process template:

1. Click [Create template..] at the bottom of this screen to create a new process template, the first
step of creating a process template displays.

Short description: | Restricted Procedure

(recommended max 25 characters)

Main template settings

Allow
Key Value edit Hide
Standalone notice (template used for notice mangement only, no checklist) No |z|
r F
Allow automatic addition of tions from templat
ow automatic addition of questions from template Yes E| -
Pre-qualification tender No |Z| - -
Mini-quote tender No |Z| - =
Number of t
umber of process steps 2 -
Include aucti
nclude auction Mo E| -
Requi try of initial estimated value f lecti
equire entry of initial estimated value for process selection No E| =
Currenc
y EUR [7] -
Setting | Description
Settings on main RFT level
Standalone notice Template used for notice management only, no checklist to perform

several actions on.

Allow automatic addition of | If there are questions/requirements created in the QQ library a
questions from template specific template can there be selected as automatically added. If
this setting on this process is set as Yes, implications are that when
tender is created the requirements are already added automatically.

Pre-qualification tender Prequalification tender as part of the mini-quote tender process
(separate module).

Mini-quote tender The tender based on above Pre-Qualification.

Number of process steps The number of process steps, use two steps if you want to start

with a pre-qualification and then short-list suppliers to the quote/2nd
step, for example Restricted Procedure.

Include auction Decides whether the RFT should end with an online auction, the
auction is not counted in the number of steps. You can also create
a template to include an auction only.

Initial estimated value Sets if the initial value should be used or not.

Currency Currency of the RFT.

Minimum Standstill period/ | The Alcatel directive setting (10 day standstill period) i the amount
(Alcatel directive rules) of days between preliminary award and contract where the
suppliers not selected are in a position to challenge the award
within the system. Upon award the system automatically sends out
award message! Set this to NO if you want to be in control of the
process.
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Enable selection of CPV
codes from checklist

Use classification from the Common Procurement VVocabulary.
Classifying your tender prepopulates any notice and can alert
suppliers of the tender.

Enable quicker upfront
definition of Multiple
packages

If the tender will contain more than one lot/package, select this
option. This will take the creator of the tender to an intermediate
step where multiple lots can be created simultaneously.

DPS Qualification

To be used when you wish to create a Dynamic Purchases System
process for the qualification phase, for DPS qualification also
assure that you set following extra settings later on: Tender box i
NO, Allow authority access to supplier responses... i YES

DPS Tender

To be used when you create the process for the actual tender

phase within a DPS process using a specific previous qualification.
Al so assure that you set foll ow
suppliers and i-wgStation of tho

Hide authority
user/procurer’s contact
information in the audit trail

This setting hides the procurer’s contact details from the suppliers
taking part in this tender.

Hide supplier names for all
users throughout the entire
process (eg in design
contest)

The offers/quotations will be s
should/will not see which supplier sent in the quotation as the
supplieré same will be hidden until the buyer/authority awards a
specific quotation. Per default set as no and hidden

Hide Metadata Forms

There is a possibility to hide the metadata forms within the tender
checklist. The setting is used as any other regular setting from the
process template and can also be edited when creating the tender if

the process allows editing of the setting.
The setting is only available if the customer has the metadata forms
module switched on

Publish qualified suppliers
for DPS qualification

When qualification is made for DPS the publication is open for
several years. If i tréqaired that it should be visible then set as
Yes.

Prohibit archive if all
contracts are not signed

If you have both tender and contract module you can set this thus
forcing users to set all contracts as final/signed status before
possible to archive the tender.

Enable use of complaint
procedure

Complaint procedure appears on the local notice if this is selected,
or can be edited and written on the tender level.

Set evaluation model

Value added model or weighting model

Automatically make
attached documents
publicly downloadable after
response deadline

Make attached buyer documentation available for download after
deadline for anybody.

External publication site

Select any publishing page this tender should be published to such
as TED, Utbud DK, TenderNed, Doffin, Contracts Finder

Automatically send tender
changes notification email
to suppliers.

Any changes made to the tender will automatically inform the
supplier of this. This is done once per day during the night-job.

Automatically email when
tender is published or first
invite sent to suppliers

When a tender is published or suppliers invited all persons
internally that have access to this tender will be informed of this.

Dynamic checklist

Select which of the Dynamic checklists, created within dynamic
checklist point, should be used for this particular tender process.
Dropdown with selection will appear

Automatically add
printshops

If printshop module enabled you can add selected printshops to this
process template.
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2. Give a short description to this new template and fill in the values. A description of each of the
selection settings follows below.

3. Click [Save] to continue this creating process. A page with a long list of settings will be displayed.

4. All steps have been generated with a default value for each parameter. It is possible to define each

step in detalil.

5. Click [Save] to save all settings to this template.

1 Allow editi Selecting this option for a setting allows the user who creates the RFT using this
template to change the setting, the value selected within the template is pre-filled.

1 Hide i Selection of the hide means that the buyer user creating the RFT using the template, will not
see the actual setting when creating the RFT, the setting will have the selected value but it will not be

editable from tender by the user.

Settings for each step within the RFT

General Keys

Step Type

This is available as a definition clearly visible for each step in a
multi-step tender (for example PQQ + ITT)

Require supplier’s
acceptance of standard
conditions to enable access
to any tender documentation

If desired you can include tender conditions that you wish the
suppliers to accept. This is considered separate from the
response to the RFT and acceptance can be required before
access is given to the Tender information.

Allow suppliers to also make
discount bid if awarded all of
multiple packages

When using multiple packages within the RFT, the supplier can be
prompted to set a discount bid, which will be a total discount price
if the supplier is awarded for all the packages within the proposal.

Allow an authentication
letter to be signed, scanned
and sent instead of the
digital signature

If digital signature is required by authority this setting can be set to
enable supplier to print out authentication letter rather than signing
with digital signature.

Suppliers must sign
response with any system
qualified digital certificate
upon submission (any
qualification and/or validation
may be enabled on
operator/country level

Here when digital signature module is available the buyer can
determine whether it should not be signed with digital signature or

Mo digital signature
“|No digital signature

other options

Enable selection of suppliers
and the invitation of those

Decides whether the buyer is allowed to search and invite
suppliers. If this option is not selected suppliers can only be added
through publishing

Require supplier’s
acceptance of standard
conditions in attached
documents

Unless alternative bid is enabled by the procurer in the process
template the supplier will not be able to give any quotation without
accepting the stated document. If supplier chooses to answer not
compliant and the alternative bid setting is enabled the supplier
will only be able to give an alternative quotation.

Minimum number of
documents required to be
attached by the supplier in
order to submit

Forces the supplier to attach certain amount of documents that
you want to be attached before he can make any submission.
Submission unavailable unless same amount of documents
attached that the procurer has stated.

Lock data after response
deadline

If you have this setting as Yes the consequence is that the
procurement officer cannot change any of his own data after the
RFQ deadline. (such as QQ, documents etc) If any changes have
to be made to the original tender documents the ETQ will have to
be moved forward/opened.
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Tender box keys

Tender Box

The buyer can, if desired, set up a Tender box. Through using a
tender box offers cannot be read until the box has been opened.
When creating the RFT a set of keys can be specified that are
required for the opening of the tender box.

Tender box opening delay

Amount of days that should take place after end time quotation
before the tender box can be opened.

Minimum amount of listed
users required to open the
tender box

The procurer can use this key to determine which of the users and
foremost how many of the users assigned to this particular project
should open the actual tender box

Double envelopes

The response submitted by suppliers is split into two parts with
separation of the commercial and technical offer. Suppliers 6éffers
cannot be read until the envelopes have been opened.

Allow authority access to
supplier
guotations/responses before
deadline

Any quotations received are displayed directly when received
unless tender box is used.

Automatic e-mail (issue of
minutes of opening) sent to
suppliers upon tender box
opening

Upon tender box opening the system will send an e-mail to all
suppliers informing them about this action.

Proposal submission key

Require explicit total price
guotation (besides any
PS/BoQ pricing) in bid to
enable supplier submission

This setting will force the supplier to give a total price in separate place
irrespective of if there is an Bill of Quantity/Price Schedule attached
with a total or not.

Disable submission of
alternative bid

This setting gives you the possibility to disable submission of any
alternative pricing/bid, (should you also have entered any compliance
documentation that the supplier would not comply with then the result
of this setting enabled would be that the supplier cannot make any
submission)

Allow late submission of
proposals, i.e. after
deadline for step

By default all suppliers are locked upon End time Quotation (ETQ).

Through accepting late offers the buyer allows suppliers to send in
offers also after ETQ and manually controls the locking of suppliers.
Suppliers can make changes until locked by the buyer. (All proposals
will however be time stamped)

Allow suppliers to start
working on their proposals
after accepting their public
invitations

Allowing the supplier to download documents prior to accepting the
invitation of the RFT, if not selected the suppliers will only see a list of
documents prior to accepting the invitation.

Allow suppliers to revise
their quotation

The suppliers are allowed to update a quotation once sent and re-send
the quotation. It is the latest sent in quotation that will be visible for the
procurer.

Enable Encryption of
supplier proposal

The encryption and offline editor is a way for the buyer to protect
themselves from the CTM system provider. When selecting this option,
the supplier has to download an offline editor and create his proposal
in that application. When submitting he uploads the whole proposal to
the site including his public encryption key. To see the proposals the
buyer has to decrypt with his private key.

Allow suppliers to start
working on their proposals
after accepting their public
invitations

Allows suppliers to start working on their proposals after accepting
their public invitations

Disable submission of
online proposals

Should be NO per default as this setting stops any online submissions.
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Show supplier progress bar
(supplier side)

Enables the supplier to see his own progress in answering the
quotation by showing the completed percentage on the green progress
bar.

Show supplier proposal
progress (contracting
authority side)

The status of each supplier with the response is displayed to you
before the ETQ has been passed. This gives insight whether a
supplier has started working or not

A Show progress 1 Allows the buyer to see all progress made by
the supplier, such as answering the invitation, setting prices to BoQ-
items, answering questions etc. This progress is shown in the
responses section. The actual prices or answers are not shown.

A Show downloads i The buyer only sees if the supplier is
viewing information such as the invitation or documents.

A Hide progress i Hides all the progress of the supplier progress,
the buyer cannot even see if the supplier has submitted any quotation
or viewed the invitation.

Bill of Quantities/Price
Schedule keys

Request pricing of items in
bid

Suppliers are requested to fill in BoQ prices. The authority procurer
has to create items for the supplier to price

Require pricing on all
attached items

The supplier must fill in prices on all items prior to sending his
guotation, he will not be able to send empty rows unless specifically
entering that a row is included or excluded

Allow supplier to add own
items to BoQ

Allowing the supplier to amend the BoQ list with own created items

Evaluation keys

Enable manual update of
category status after
evaluation

If desired the supplier database can be split into various categories. If
this setting is checked the process includes a step for update of this
category status.

Use two step evaluation
(qualification and
evaluation for example in
one step procedure)

Evaluation is split up in two parts where all gateway questions
answered are first part - those suppliers that do not comply with
gateway will not appear in the second evaluation in analytical engine.

Restrict evaluation to a
single proposal at a time

With this setting you will not see all the supplier answers side by side
but only one supplier at the time in both qualification view and analytical
engine view.

Use strict evaluation

The team that is involved with the procurement is not allowed to do any
evaluation; the evaluation must be made by another evaluation team.
None of the supplier names are shown during the evaluation process.
All this to assure completely unbiased evaluation.

General publication keys

Publish on client public site

Setting if the RFT should be published or not on the local CTM-site
(Should preferably never be set as Hide if Yes)

Publish notification.
External sites

CTM supports exporting and direct publishing to third-party publishing
sites.

This setting should never be set as Hide (unless not used for this
type of process) as it will prohibit the user to find and fill in any notice
forms.

CTM will take care of sending the publication to the following publishing

sites:

i OJEU (Official Journal EU) T The common publishing place for
all of EU. All public entities within EU have to publish the RFT to OJEU
if above threshold value. For the OJEU notifications CTM currently
supports special forms for General Procurement, Utilities and
Defence&Security sections.
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1 BOAMP i BOAMP is the French equivalence to OJEU. When
publishing to BOAMP the publication will be sent from BOAMP to OJEU
i Udbudsvagten i Danish equivalence to OJEU. When

publishing to Udbudsvagten the publication will be sent from
Udbudsvagten to OJEU

1 Doffin T Norwegian national publishing site

i TenderNed i The national publishing site in the Netherlands

1 Contracts Finder UK - three formsexist-i Bel ow OJ E |
Specul ativeo, fiBelow OJEU Contrac
Awardo. Currently we support fABel
Minimum lead time This setting automatically guarantees certain minimum amount of days
between publication and set in creating the tender between publication and end time

response time quotation/deadline for allowed response.

Publish awarded supplier Once the awarded supplier is selected you can choose to publish the

on client public site awarded supplier. This can help third-level suppliers in finding quotes
Publish supplier award. Same as for the notification publication, CTM supports publication and
External sites integration to:

i OJEU (Official Journal EU) i For the OJEU awards CTM
currently supports special forms for General Procurement, Utilities and
Defence&Security sections.

A To copy or link a system pre-defined process/procedure template:

Using the pre-defined templates allows you to copy or link existing templates within the system.
Linking a template means that you do not have control the template. All changes made by the operator
are automatically transferred to your company. Copying a template only copies the template as it is set
up at the time of copy, any changes made by the operator will not be transferred down to your copy.

1. Clickthe[ Add pr edef i n, aliktotftemplatés totcapgdr link is shown

2. Select the templates to copy or link and use the [Copy] or [Link template] buttons to transfer to your
company for using it.

When deleting or changing a process template the RFTs created using that template are not affected.

3.1.5 Dynamic Checklist for RFT s (separate module)

The checklist can be designed specifically for a company that feels they have a certain item that they
wish to have on the checklist or link to a specific procedure. This point can be of any kind (textually)
but i s an f-4nottoemmumiadted to hesupplier. There is the possibility to create multiple
checklists for each relevant tender type and to sort the order of the checklist items within each section.
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+ Process templates Edit
Edit your templates for processes when creating RFTs

« Checklist for RFTs Edit
Edit checklist design that is used for RFTs

+ OJEU templates Edit
Create templates for your OJEU publications

+ Invitation and contract letter templates Edit
Create and edit templates for invitation and contract letters

Supplier qualification
CQuestion styles
CQuestion templates
Category Questionnaire

A To create a new checklist:

1. Clickon the O6Editoé | ink at 6Checklist for tender so.

Checklist for RFTs

Instructions RFT checklists

This is the list of RFT checklists, which is available to use
by all users within the authority. You can assign checklists
to a procedure template andfor directly to an RFT.

Checklist Above 30,000

Minicompetition

It is only possible to delete checklists that are not in use
within a RFT. Create new... Back

Create new...

2. Clickonthe[ Cr e at e buttan.w é ]

3. Start with giving the checklist a name that will be selectable by the users when they create a
tender.
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Checklist settings
Edit the design of the RFT Checkdist name
checklist, this is the checkdist
that will be displayed for sl General checklist for Published tenders
RFTs edited by your company.
Checklist items can be added, Checklist main section
removed and changed in sort Move  Checklist item Description Remove
preler. The checkiist ftems that O Selecting of process template Template zelected o
::r;:f‘::::;r:‘:::g':i‘:_ld [ Manage packages Creste, defete, copy or edit packages forthis RFT add more detaiied [1
differently or hidden (by . . HE ;
removing the itam) ] Assign team Assign team members fo work on this RFT ui}
a] Set message recipients Set or change who iz going to receive messages from suppliers O
To hide & checklist item, check a] Select CFV codes GPV codes for RFT, for any relevant publications snd business [a]
the "remave” checkbax for the opportunities email slerts
item and save the checkist 4] RFT Dates / Planned sctivities in this process Set or change dates refated fo this RFT a]
] Publication sites Manage extemal publication sites for this RFT O
To change sort order, check the 4] Dynamic forms Add dynamic forms to the RFT i}
"move” checkbax and move the [ <] Compisint procedure Update complaint procedure 7]
item up or down by using the O Manage evalustion model Manage which evaluation model o use for the RFT o
buttons, then save the checklist.
Moveup | Move down
h Add row
Purchase section 1 {preparations pre invitations)
Move  Checklist item Description Remove
| Auction Edit suction setfings u]
O Pricing required (if any) Select the type of pricing you wish to receive from the suppliersin [l
your RFT
] Add BoQ information Manage itemz in the Bil of Quantitiez azsigned this lot ui}
4] Categaries Select categories for the package a]
| Manage Questionnaire Add or edit queztions fo be answered by the suppiters through the [a]
system and for you evaluate afier submission deadiine.
] Prepare documents Frepare documentz before upioad to CTM sysfem. Youllneedto [
manuslly foggle the checkiizt stafus.
u] Documents Upioad documentds that the suppfiers can download u]
n Prepare zip file Greate a zipfile with all that the suppiers can o
O Internal Documents Uploading of intemal documents fo the RFT, the documents 4|
uplosded fo thiz folder are not visible or possibie fo downlosd for the
sunnliers

4. Sort the order of the points within each section by ticking a radio-button in front of one point and
use the buttons Move up or Move down.

TOUTFF T

] Add BoQ information Manage itemnz in the Bill of Quantities azsigned this fot n

a] Categories Select categaries for the package ]

i Manage Questionnaire Add or edit queztions to be answered by the zuppifers through the u]
=ystem and for you evalusie affer submizsion desdiine.

n Prepare documents Prepare documentz before upload to CTM sysfem. You'l need fo il
manusly foggle the checkiiz! stafus.

] Documents Upioad documents that the suppliers can download [ 4]

a] Prepare zip file Create a zipfie with all documents that the suppifers ean download O

n Internal Documenis Uplosding of infernal documentz fo the RFT, the documents n
uploaded fo thiz folder are not visible or poesibie fo download for the
suppliers.

n Confirmsfion of compliance Require supplier's confimation of compiiance fo sat of conditionz in [
attached documentz (eg. Health & Safety)

u] Invitstion letter Configure or select an Invitation letter that will be displayed to the [
suppliers receiving the RFT

u] Setweights Sef your weightz in your analyeiz and save them. Radio button will u]
become green upon refresh.

n Define opening commitiee Define uzers to open the fender box {4

4] Prepare and manage publications Prepare snd manage the forme for publicadion <]

u] Publish Fubiish fo the site selected in process femplate. ]

] Suppliers Search suppliers within the GTM database and add them fo your [
RFT

a] Pre-register supplier Pre-register any non-exizfing suppler to this RFT and inciude them O
in the invitation emsil.
Flesze enzure first that the pre-regiztered suppiier doez nof exisf in
CTM already

a] Prepare Auction Sef up first bids and auchion preferences and zend the first bids fo O
suppliers.

a] Send invitations Configure or zelect an Invitation lefter that will be dispisyed fo the u]
suppliers receiving the RFT

n Open envelope Open supplier envelopes n

Add row
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5. Select all the settings to be shown (notick needed) or hi d demoved(as applikablé. R

Mowve Checklist item Description Remowvel

0 Selecting of process template Template zelected i

" Manage packages Create, defete, copy or edit packages for this RF T add more detaied [
information regarding fhe proucwremeant

O Assign team Azzign fesm memberz fo waork on thiz RFT n

O Set message recipients Sef or change who iz going o receive mezsages from suppliers n

O Select CPY codes CPV codes for RFT, for any relevant publications snd buzinezs 0
opporfunities email aleris

O RFT Dates § Planned activities in this process Sef or change datez related o thiz RFT O

O Publication sites Manage extemnai publication sifes for thiz RFT ]

O Dynamic forms Add dynamic forms o the RFT il

O Complaint procedure Update complaint procedure E %

6. You can also ADD a row that will be internal information/task only without any system functionality
but as a reminder or warning before next point is made.

7. Once you have made your new pointmake sure you click on o0saveo in ord
Next time you go to the checklist it will have the new design.

A To link a pre-set checklist from operator:

Click on the O0Editdéd Iink at oO6Checklist for tendersb.
Press the [Link checklists] button.

Press [Link] behind the name of the checklist that you would like to link.

Confirm by pressing [Link] again.

A To delete or remove a checklist

1..Click on the O0Editdéd | ink at oO6Checklist for tenderséb.
2. Press the [Delete] button for manually created checklists or [Remove link] for linked checklists.
3. Confirm again by pressing the confirm button.

powbdpP

It is not possible to delete a checklist that has been used in a tender. You can only remove a linked
checklist that has been used in a tender. This will not affect the existing tender.

3.1.6 OJEU - templates

+ TED templates (Old TED version 2.0.7) Edit
Templates for the old and not supporied TED wersion, you can go in
and view your templates

This functionality has been removed September 2014. It is substituted bythe 6 Pu bl i cati on Pr of i |
setting wampdanyAumitistrationd Cat t he 0 A settibnothat ptegopufatesottie iTEDe 6

notices instead. The old templates that have been created previously by your authority are however

available to view in order to move over the information required to the new section.
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3.1.7 Invitation and contract letter templates

When sending an invitation or contract information, there is an optional feature for the user to include a
standard cover letter which can contain any information and can be formatted. The standard letters are
only shown online and are not to be confused with message/email templates which are sent externally.

Currently there are three types of cover letter templates:

1 Invitation letter templates i Shown to the supplier when viewing the online information to an RFT. It
is the first view the supplier has of an RFT.

1 Contract award letter i Sent to the awarded supplier and is shown together with the contract
information for a contract draft.

91 Contract regret letter i Sent to the non-awarded suppliers for a contract.

A To create a letter template:

1. Click the d&ditélink next to the dnvitation and contract letter templatesé f r o nompahye ¢ C
administrationdmenu.

Home / Company administration / Invitation and contract letter templates

Invitation and contract letter templates

Instructions Invitation/Introduction letters to Tender and Contract management

Here you can see a list of all your invitation and contract letter Tender Management part of e Sourcing Process - Invitation/Introduction letter template
templates. To edit a template, click on the name of that template in the
list. To delete a template, please mark the radiobutton for that template
and press ‘Delete selected. I second step invitation

O Direct Invitation

Deleting a template will not affect RFTs or contracts already using the

Create new.. Edit... Delete selected
template

2. Click the [Create newé ] button below the template type you want to create.
3. Enter a template name and click [Save]. A screen to fill in the letter details is displayed.

4. Enter the free text in the big field and format it to your liking. You can choose to use variables within
the template i.e. words that will be replaced by data from the system when the letter is viewed.

5. To use a variable: select the variable in the drop-down at the top right. Place the cursor in the text
where you want the variable text to be placed and click [Add]. The variable will now be placed where
you placed the cursor.

6. When completed, click [Save] and [Done]. You should save the letter with regular intervals
prohibiting the event of data loss if your login session times out.

Edit recommendation: The tool to format the layout of the letter template is not as versatile as your
standard Word editor and may not have all the functionality. The easiest way to format the letter
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template is to create it in a Word document with all layout, formatting and variables, and after that
copy-and-paste the whole letter into the web tool.

3.1.8 Supplier Qualification/Evaluation

The supplier qualification consists of three parts; Question styles, Question templates and Category
questionnaire. Each of these parts will be described separately.

Question styles
Within the question styles you can define the look-and-feel of the questions within a list.

A To create and edit a formatting style:

1. Access the formatting styles list by going from 6 @npany administrationdand clicking the @Question
stylesblinkat &6 Supplier qualificationbo.

2. Click the [Create styleé ] button to define a new formatting style.

Style
Name* Big bold text
Size: 16
Colour: FFO000
Bold
Italic m
Underline ]
Sa&e Cancel

3. Enter the values for the formatting style and click [Save]. The size is the font-size in pixels and the
colour is the hexadecimal value (RGB) of the colour.

4. The styles can then be set on a question and the question will be displayed in the formatting style.

Question templates
The question templates is the storage area for questions to be used within CTM, the questions can be
used in RFTs (as qualification questions), tender conditions, categories and contract evaluations

A To access the question library:

1. Fromthe 6 @mpanyadmi ni st r at i kthed®@upstian eemplatesdinkin the Supplier
gualification6area. The question template screen displays.
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Question templates
Instructions
——
Listed here are all question templates created by your company.
Envqunmem Template Number of sections  No of questions Auto
donia templates .
questions
Internal evaluations
ISO [ compulsory questions 5 7 v
test per
O contract evaluation:delivery 1 2
O donia PQQ 8 1
O Interal evaluation production 3 2
0 1so 1 3
O IT environmental 1 2
O testter 4 4
O testing REAL questions 3r 3
O tunover 1 ]
O urPP@1.1 5 26
Manage folders... Create template... Add/Remove Edit._. Delete Done

Within the archive of question templates you can divide the questions into templates, and the
templates can be grouped into folders

A To create a new question template:

1. From the question templates main page, clickthe[ Cr eat e t buttqnl at e é]
2. Fillin a name for the template and click [Save].

3. To edit the name of a created template, mark the template and click [ Ed i t é ]

4. Go in to the template and start creating questions and section by clicking the link of the template
name

O No Question Requested Version Linked
answer number in

O Financial & Economic Standing

[ 4 1 1. Can you provide evidence of annual turnover Single 1 Show
and profit of the organisation, in whose name the  choice links
tender would be submitted, for the last financial View
year or pro-rata if the organisation is more alternatives

recently established?
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Within a template you can group questions by sections (Headers). The sections can be used within the
RFT to assign evaluators to each of the sections. The sections will also group the questions into more
logical areas for the supplier to get an easy view of the questionnaire.

A To create a question section:

1. From the question list, click the [Create sectioné ] button.

2. Fillin a name for the section and click [Save].

3. Edit the section name by clicking the link of the section name.

4. Questions can be assigned to the section when creating or editing the question.

A To create a question:

1. Click on the [Create questioné ] button (only available if at least 1 section has been created). The
selection of the question type is displayed. If you want to insert a question in the middle of the list,
select the question you want to insert the new question before in the list, prior clicking the [Create

guestioné]

2. Select the type of question, i.e. the answer format requested from the answering party, and click

[Next].

=A =4 =4 -4 =4

Note i No answer is requested, can be used as a divider or explanation.

Multiple choice i The answer requested is made by selecting one or more alternatives from the list.
Single choice T The answer requested is made by selecting one alternative from the list.

Free text 7 The answer requested is of free text format (short, medium, long).

Number i The answer has to be in numeric format (integer or decimal allowed).

3. Fill in the values of the question, and click [Save].
9 Sectioni The section the question should be listed in.
1 Code i Optional value, if you would like a numbering or have an internal reference for each

guestion.

I Questioni The question text.
9 Alternatives 1 If the question is of type multiple or single choice, fill in the alternatives to answer the
question with. If a gateway setting has been selected, also mark the mandatory requirement value.
9 Settings i Each question can have settings which will determine the behaviour of the question:

Setting

Description

Internal question

The question will not be shown to the answering party. Can be useful within
an RFT when you want to set weight and score of a group of questions
instead of each question individually

Expire date

When answering the question, the user has to set an expiration date to when
the answer is valid

Document attachment

Allowing for the answer to include a document

Gateway

Multiple, single choice and number questions can be of type gateway which
means that the user answering the questions has to answer within a number

range

or sel ect the Acorrecto alter
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shown to the answering party and when retrieving answers you can see
which of the answer i ng cpoarrrte cetsdo da nds w
Style Defines the formatting style of the question

A To create a table question:

Table question is a table type which allows you to receive answers in a table format. Each row is an
ordinary question and different answers can be set on each column. Useful when asking for turnover
value for different years, where the Turnover is a table row and the different years are created as
columns

1. Click on the [Insert tableé ] button, the table description page is displayed.
2. Enter a question and click [Save]. Main page to edit the table rows and columns is displayed.

3. Use the [Add row..] and [Add column..] buttons to create rows and columns. A row is created the
same way as an ordinary question.
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A To import questions from Excel (Separate Module):

Questions can also be added using import functionality. The import format is Excel and is a fixed
format.

1. Click on the [Import] button at the bottom of the page. The import question screen is displayed. To

download the template of Excel format click thelinko n t h e Dawhldad impod temptate

(Rel ative weighting)é or luékDowndleoda d idnepoerntd i tnegmpolna tweh i (cM
evaluation you would |Iike to use. For no evaluati on,

2. Fill the Excel file and save it to your computer.

3. Select the Excel-file with questions and sections and click [Import]. Validation of the import is
displayed.

4. Click [Proceed] to fully import the questions.

A To update question versions:

All questions created or newly edited are saved as a working version i.e. the question changes are not
ready for use. To make the questionsr eady f or use by the useedtowi t hin the
update the questions to an update-numbered version.

1. Select the questions you want to update, and click [Update to new version]. A pop-up window is
displayed.

2. If the question is linked to different areas in the application, the parts that can be updated (for
example an ongoing RFT) are listed. Select the parts where you want the question to be updated

within and click [Save]. This will save the new version of the question to the selected parts.

3. Update to new version can also be made directly when editing the question. Use the [Save as new
version] button to accomplish that.

A To sort questions in sections:

Once questions are created they can be sorted within the section.

1. Click the [Sort] button, a pop-up is displayed.
2. Select in the drop-down menu which section the question is in.
3. Select the question to move and use the [Move up] and [Move down] buttons to move around

4. Click [Save] when completed
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A To delete questions and sections:

Created questions and sections can be deleted from a template. If a question is added to an RFT or
category it will not be removed from the category or RFT when deleting the question from the
template.

1. Mark the questions and/or sections you want to delete and click the [Delete] button.

2. If deleting a section, all questions will be deleted as well.

3.1.9 Autoscores or value added (depending on model) within Evaluation

For multiple and single choice questions you can set autoscores or value added that will be
automatically counted as points/value into the evaluation tool when evaluation process starts. Please
note that gateway questions cannot be autoscored as they work on the presumption in or out.

1. For multiple choice the sum of alternatives must be maximum 100 (score model), see below
example, if you use the value added model you will have a column next to Scoring column that you
should fill out instead with the relevant values.
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Multiple choice: Suppliers select one or more of the alternatives.

Select section
Quality [~]

Question
Current version:

Code
1

Question Characters left 4832

Which of following certificates (or equivalent) does your organization possess at the
time of submitting this respons?

Question alternatives

Mandatory
requirement values

Add alternatives Apply scoring

150 27001 C 30
IS0 9001 C 20
1SO 5000 C 20
-
-

Question settings

[ Internal question, will not be shown to supplier
[[] The answer has to expire

[ Document attachment allowed to answer

[[1 Document attachment required to answer

[£] Mandatory requirement

Select style for the section: | No style selected E|

Save as draft Cancel

[

2. For single choice questions the maximum is 100 per alternative, see below example. For the value
added model there are no limitations to what value you set.
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Create question

Question type
Single choice:

Select section
Quality [=]

Question
Current version:
Code

Quiestion Characters left 4945

Which of below alternatives apply to your organization?

Question alternatives

Add altenatives Ma“‘_’at"”’ Apply scoring

requirement values

We have an accredited QMS implemented - 100

We are in process of implementing accredited r 50

We do not have an accredited QMS — ;u[;rml
-
-
-

Cuestion settings

[ Internal question, will not be shown to supplier
[ The answer has to expire

[ Document attachment allowed to answer

[ Document attachment required to answer

O Mandatory requirement

Select style for the section: | No style selected E

Save as draft Cancel

In the RFT you can decide if you want to show or hide what scores/values you have determined for
certain questions. See example of the supplier screen below.
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Time left before session times out 38:42

Score Weight
Quaﬁ!g Section weight
50 %
1 Which of following certificates (or equivalent) does your organization possess at the fime of submitting this respons?
30 1SO 27001
20
. IS0 9001 259
O 1s0 9000
0 @ xxer
Which of below alternatives apply to your organization?
100 8 We have an accredited GMS implemented
25 %

50 © We are in process of implementing accredited QMS
© We do not have an accredited QMS

Time left before session times out 38:42

Print._. Save Save and back Exit

The result of autoscoring is seen both in qualification view, evaluation (Analytics Engine and Online
Evaluation tool) and on the page where you award supplier of the contract. See below the screens to
show result. You will have both score and ranking and this score and ranking will be determined by the
system on the parameters autoscore decided and best price if such exist.

Prepare zip

Get rank and score

Quality

1 - Which of
following
certificates (or
equivalent)
does your
organization
possess at the
time of
submitting this
respons?

- Which of
below
alternatives

apply to your
organization?

Documents

Compliant (GBP)

Donia 2 testcompanysupplier
Download all (ZIP)

Rank: 2
Score: 2.5

W 150 27001
W 150 9001
T 150 s000

[ xxpp

@ We have an accredited QMS implemented
" We are in process of implementing accredited QMS

© We do not have an accredited QMS

@ No documents attached

500,000.00

Donia 3 testcompanysupplier
Download all (ZIP)

Rank: 1
Score: 85.77

W 150 27001
F 150 9001
F 150 9000

T xxpp

# We have an accredited QMS implemented
€ We are in process of implementing accredited QMS

© We do not have an accredited QNS

@  No documents attached

520,000.00

21479:1 - Laptops

Zip all supplier documents for all {olots} and download

Donia 4 testcompanysupplier
Download all (ZIP)

Rank: 3
Score: 65

7 150 27001
T 150 9001
T 150 000

F xxpp

© We have an accredited QNS implemented
# We are in process of implementing accr

© We do not have an accredited QWS

@  No documents attached

450,000.00

(The qualification view of autoscores and ranking)
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File Edit View Analysis Help
= Heéenu @A BEE v AL

I Quote / Total IDU-niaZt...

(3| Donia3t..

3| Doniadt.. (3|

Weighted score for all packages | 850 | 8550 | 6500 |
RFT 21479: Laptops
El-Package 1: Laptops

El- Quality
E-"l: Which of following certificates (... =0 70 10
Pobe 150 27001 (|
----- 150 9001 (|
----- 150 9000 O O
| B WHPP D D
El-Which of below alternatives apply t... 100 100 50
----- We have an accredited QMS im... ® ® o
----- We are in process of implement... Q Q @
----- We do not have an accredited (... O @) O
----- Lot / Package compliant quote 500 000,00 =0 520000,00 e 450 000,00 100
----- Package alternative quote 000 g 000 o 000 o
(The evaluation (Analytical Engine) view of autoscores and ranking)
Supplier name Answer My score i@ Compliant @
Supplier 1 2 «  Certificate A ap |@ ., v
« Certificate B
Supplier 2 2 «  Cerfificate C I | @ ., v

»  Certificate D

(The evaluation (Online evaluation) view of autoscores and ranking)
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Supplier list
Package Suppliers and award
1. Pr.inting Award Supplier Rank @
services
Supplier 1
4
Supplier 2
Vi
Save Create message. .. Send minutes of opening... Cancel

(the award supplier view of autoscores and ranking)

3.1.10 Access conditions templates

Access conditions can be included in an issued RFT. The creator of the RFT decides what condition
template should be included and when the suppliers have to accept the conditions. The suppliers have
to accept them prior to getting access to the RFT information.

NOTE, the tender conditions should not be used as a qualification of the tender. The tender conditions
are more like accepting the terms of using the proposed system etc.

A To create a Access Condition template:

1. Select @ompany administration6from the navigation dropdown menu. The &€ompany informationd
screen displays with the &urrent service subscriptionsd

2. Click on the d&ditblink at d@ender conditions templates .6
3. Click on the [Create newé ] button to create a new tender conditions document.

4. Complete the name and description fields and then click [Save]. The dender Conditions templated
screen displays.
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Template: disclaimer

Des{:rlpilﬂll: Edit_
exact material
Company details: Contact person:
Donia 1 testcompany buyer Donia kopare Kilian
stockholms gatan procurement officer
11111 i donia kilian@eu-supply.com
London
United Kingdom Phone:
+44 § 54553280
Text: Edit...

No Question Requested Version
answer number
@ 0O quality Confirm that you follow the required Free text 3
quality standards according to *XPPlact (short)
af
Create question... Delete

Documents

No documents attached

Upload files. .. Delete

Praview Done

Text
5. Alonger text can be used, click the [Edité ] button next to the text. A screen to create a nice
formatted text is displayed.

6. Write any free text and format according to your likings and click [Save].

Questions

7. To include questions in the tender condition, clickthe[ Cr e at e q and gsé theosame]
procedure steps as creating a question within the question templates.

Attach Documents
8. To attach a document to the Tender conditions click[ Up | o a d. Fbrimbre exacfinformation

about uploading files, see the Buyer user guide and the documents section.

Complete tender condition
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9. When the areas you want to include in the tender condition are completed you can preview the
tender condition by clicking the [Preview] button and it will display how the tender condition looks from
the supplier side. Click [Done] to go back to the list of created tender conditions.

3.1.11 Message templates

Message templates are templates for how the emails are formatted for the automatic emails that are
sent by CTM for events happening throughout the tender management and contract management
processes. CTM comes with a standard set of email templates for each language. If you decide not to
create any own message templates, these will be used for all your messages on the site.

A To create a new message template:

1. Click the d&ditdlink next to the dMessage templatesdwithin 6 @npany administration6 A list of
created message templates for your company is displayed. If none show, you automatically use the
default messages from your operator.

2. Clickthe[ Cr eat e t button.lFiast ceedtd screen is shown.

3. Enter a name, long description (optional) and select the event within the system the message
should be sent for, click [Save].

Create template

Template data

* Name Description

* Language
English ]
* Event messages without templates

i Not selected RE
2 Not selected K,
24: To buyer: Added supplier for RFT

47: To buyer: Award challenge report request
103: RFT response deadline notification
110: To supplier: Qualified to DPS

111: To supplier: Not qualified to DPS

16: Test of email address

120:

39: Send Contract Expiration report

27: Task completed by assigne

49: Task expiration report

Save Cancel

4. Main page of editing a template is displayed.

5. Fill in the subject (and allow edit of message subject by end user or not) and the data of the main
message fields. Within the subject text and the message text you can add variables, i.e. words that will
be replaced with data from for the RFT. In the instructions text on the page the available variables are
shown.
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Edit message template

General information

Event: (3) To supplier: Invitation to tender

Template name Description
Invitation to tender Invitation to tender
Message text

Field

information Text
Subject Invitation to RFT $purchase_id - Bshort_desc

Allow edit of message subject

Characters left: 2000

Sort order: 1 | pegr Fto_first_ name $to_last_name,
Field status:
Show You are hereby invited to RFQ $purchase id.
Pleasze click on the link below to go directly to the RFT.
Flink
/4
Characters left: 1786
5_0”: order: 2 |+ This message has been sent to the address $to_email. If
Ffe"ffr SI8IUS] | this message has reached the wrong address, please contact
Email only ' ¢ystomer Services at eu-supply.com, e-mail: support@eu-

supply.com, or Call +46 8 617 35 50. ™

s

Edit details. .. Delete

Add field. .. Save Cancel

6. You can edit the type of each field or add additional fields, use the [Add] button or mark the field to
editandclick[ Edi t detail sé]

7. The field can be of four different types as described below:

1 Show/editi The field is shown and can be edited by the user who initiates the message, for
example a free text field in the invitation email.
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1 Show i The field is shown to the user who is initiating the message but cannot be edited.

1 Hide i The field is hidden from the initiator of the message but the field is shown to the recipient of
the message.

1 Email only i A field that is only visible to the recipient if it is sent as an email, used for example as
email disclaimer at the bottom.

8. Enter a field name, select the field type and enter a text (the text can also be entered on the main
template page), click [Save] to save your changes and go to the main template page.

3.1.12 Print shops

A print shop is a third-party business to where you can send documents for printing, for example large
drawings. For your company to use any of the print shops
activate them within your company. All prints sent by users within your company will be charged to

your company. If you are missing a print shop, contact your local CTM support for help.

A To activate a print shop:

1. Clickthe &dit6 | i nk n entdhopsbo w i htampampPadinistrationd .

2. Mark the print shops you want to activate, enter any optional text in the Service and tariff
information field and click [Save].

3. The print shop is now ready to be used within projects and RFTs, refer to the Buyer user guide on
how to use the print shop within an RFT or project.

3.1.13 Response settings

Response setting is an additional feature which provides the creator of an RFT possibility to set up
standard answers any invited supplier chooses to use when declining an invitation.

A To access the response settings:

1. Click on the &ditblink beside the d&response settingséfro m obnfany administration6 . he résponse
settings screen displays.

Description

O we do nat have this specific product

O  we have heavy workload and cannot produce/deliver more presently

Create new... Delete Sort Done

[
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2. To create a new response setting, clickthe|[ Cr e at e buttom andl fill in the response, and click
[Save].

3. Use the [Sort] button to rearrange the response items.

4. Delete any response by marking them and clicking [Delete]

3.1.14 Task type

The service company task type is a way of defining tasks within the system to be assigned to users
within the company. Notifications can be set for each task type. The user assigned to the task will then
receive an email reminding him that the task must be completed. More on tasks is described in the
Buyer User Guide.

A To access the task types:

1. Click on the d&ditblink beside the @ ask type settingséfro m onany administrationd . he téisk types
screen displays.

Description Area
O  check against ISO 9000 process RFT
O  check evaluation after 3 months RFT
O  Check Project milestone RFT
[ titta pa installation av produkten RFT
O & monthly quality check to perform Contract, buyer side
O Alert contract end 1 month Contract, buyer side
O Alert contract end 14 months Contract, buyer side
[ Alert contract end 2 months Contract, buyer side
O Alert contract end 3 months Contract, buyer side
E Check guarantee times Contract, buyer side
O  evaluation Contract, buyer side
O Extensionto create Contract, buyer side
O Option to create in 10 days Contract, buyer side
O Prolong contract Contract, buyer side

Create new... Delete Done
[

2. To create a new task type, clickthe[ Cr e at e buttom.\WBe]creation screen is displayed.

3. Select the task area, fill in a name of the task and click [Save]. Depending on the area selected you
can now use the task within that area to assign to users.
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4. Use the [Delete] button to remove a task.

3.1.15 Payment type settings

When a contract is created, the creator can select whether or not to use specific payment types.
Paymenttypescanbeset up to match your companyds specific neec

To access the payment types:
1. Click on the d&ditélink at the dPaymenttypesd6 . The page aymenttypeshisaligplayed. p
2. Click the [Add] button to add a new payment type.
3. Enter the description for the payment type in the textbox and click [Save].

4. To rearrange the order in which the payment types will appear in the contract dialogue, click on the
[Sort] button.

5. Select the payment type you want to move and use the [Move up] and [Move down] buttons to
specify the order. Donét forget to save the new order

6. To delete a payment type, check the box for the payment type and click [Delete]. Payment types
that are in use, i.e. selected on a contract, cand be deleted.

7. Click [Done] to return to the Services view.

3.1.16 Contract add-ons

When creating a contract there is a possibility to use add-ons to make certain specifications. A unit
can specify as many as six different types of Contract Add-ons, each containing any number of values.
Some add-ons might have been created by your local operator or CTM support. These can be
inherited to your own company for use on your own contracts. Add-ons can also be of free text type
thus meaning you will have an add on where you can write a text of your choice when creating the
contract. Contract Add-Ons can be of two different kinds (i) those visible to the supplier and (ii) those
not visible to the supplier and therefore also possible to be updated after the contract signing.
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Add-ons
Description Type of add-on Alternative Show to supplier Mandatory Action
Code Single choice 1 Mo Mo PRI hicbic |
! =
Option Single choice a Mo Mo + |+ [ |
: =
C
d
Add Cancel
Inherited add-ons
Description Type of add-on Alternative Show to supplier Mandatory
Extension option Free text field Yes Mo
Cancel

A To access Contract add-ons:

1. Click on the d&ditblink to access the @ontract add-onso If there are add-ons available, these will be
listed in the dialogue.

2. To add more Contract add-ons, click on the [Add] button.
3. In the new dialogue, select a type of add-on, enter a description and tooltip description and then
select if it must be shown to the supplier, shown in the contract list and if it is mandatory to fill it or not.

Click [Save] when done.

4. Click on the underlined description for a contract add-on if you want to add, sort or delete values for
that add-on.
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| Edit add-on

Type of add-on *
0 Free text field © Single choice © Digits © Date

Drescription *

Tooltip with detailed explanation about the add-on.

Show to supplier *
o No O Yes

Column in contract list: *

2 Mo © Yes
Mandatory *
0 Mo © Yes

Save Cancel

5. To add a new contract add-on value, enter the description in the text box. Click on [Add mo r 4§ #®
add the value to the list.
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Alternative

Add more.
Description Action
B + LIDelste
b + o+ GiDekte
E + LIDelste
d + LIDelste

Save Cancel

6. If a value should no longer be available for use, click on [Delete]. A value in use on a contract cand t
be deleted.

7. Only contract add-ons that are not in use in a contract can be deleted. Otherwise it can be disabled
so it will not be possible to add it to new contracts any more.

8. Click [Cancel] to return to the Services view.

3.1.17 BOAMP login information (only shown on French site)

BOAMP is a French publishing site to where you can publish RFT notifications.

I f you want to publish your RFTs to BOAMP youol |l need
that login are filled in here.

A To set the BOAMP login details:

1. Click on the d&ditélink beside the 8OAMP6  f r ammpanya@ministrationd The page for amending
BOAMP login information is displayed.

2. Enter the user name and password retrieved from BOAMP and fill in the email address you set on
the BOAMP account, click [Savel].
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3.1.18 Yearly value types

Add, change or delete the text for yearly value types for the planned procurement module. These
types can be selected when creating a new planned procurement.

3.1.19 Resource roles

Create and amend resource roles. Assign which users can be assigned a specific role in planned
procurement.

3.1.20 Complaint procedure

From the company administration page you can set and enter a general description of the complaints
procedure used by the authority when publishing a tender.

The complaint procedure can be edited on the company level for contracting authority in the company
profile. The standard text can be copied in any tender and can be amended for each tender if required.

o

Complaint procedure

Please follow the procedure described below:

Save Done

By default no complaint procedure text is added to the tender, it has to be saved for each tender.

The complaint procedure is shown to the supplier when viewing the tender online in CTM and it is also
part of the RSS feed.

3.1.21 Spend/BoQ Aggregation

Manage companies and users for Spend/BoQ aggregation
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3.1.22 Automatically assign user rights

Set up points in time where specific selected groups of user accounts should be added automatically
to the contract or RFT. You can currently choose between the following points in time:

1 Contract signed as final
1 RFTis closed
A To create a point in time to automatically assign user rights

1.Click on the 6Editdé link at O6Automatically assign us
automatically assigned user rights are displayed.

2.Clickonthe[ Cr e at e button.wé ]
3. Select a point in time. A point in time can only be selected once. Press [Save].
4. Now select a user group you would like to add to the selected point in time. Additional user groups

can be created and managed at O6Usero6.prMdlitlieploe drroump D
be added to a point in time.

Automatically assign user rights

TENDER CLOSE

secretary X

+ Add group

W Delete

CONTRACT SIGNED AS FINAL

Add group: | Mo value selected v 9

i Delete

Create new. .. Done

5. Press [Done] when finished.
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3.1.23 Password rules

Administrate password rules for the company/authority

You can define your own authority level password rules for the system.

£ Administration = & Donia ® Log out

Home | Company administration | Password rules
Password rules
Instructions Password rules
Set password rules on i ion level, i.e. password rules Rule value Inherited from
that will apply if no rules are set up on operator level.
When a new user registers, the password must fulfil these Letter (A-Z) required Installation
rules.
Check "Letter required” f at least one letter is required in Mixed case required O Installation
the password. Number raquired Installation
Check "Mixed case required” if letters must be a mix of
upper case and lower case. Special characters required =] Installation
Check "Number required” if at least one numenic value is Mandatory to change password after first login B Installation
required in the password.
Check "Special characlers required" if password must Mandatory to change password on reset password Installation
contain special characters (non numeric/non letter) Minimum length 5 Installation
Check "Mandatory to change password after first login” to
force user to change password on first login

Password valid no of days 0 Operator
Enter a numeric integer value for password minimum
length.
Enter the no of days after creation date for password to be Password history buffer size 0 Installation
valid. Set to 0 or blank for unlimited validity.
Enter a numeric integer value for password history buffer
size (fo prevent user to set same password as before), this
is the number of priorly used passwords fo be checked Save Done
against if a password is changed; the new password [4\)
cannot be set to anything that already exists in this buffer.

3.1.24 Message folders

Message folders are used in messaging with the purpose for you to be able to categorize the
messages sent or received within a tender. The folders you create in administration will automatically
be available for all tenders created onward as standard folders. You also have the possibility to create
additional folders within a tender, applicable only for that tender.

Message folders

Name
B Question round ir Delete
I Applications for meetings i Delete

Add Back
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A To create a message folder

1.Click onlthk dEddO6Méssage foldersd. The message folde
2. Click the [Add] button.

3. Enter the name of the folder and press [Save]. The folder is now added.

4. To delete a folder press [Delete] behind the name of the folder. The RFTs that use this folder will

keep the folder. Messages are not deleted.

3.1.25 Procedure types

Procedure types can be added to use with a leadtime template in the procurement planning module.

| My Custom Procedure Types
Mame
Restricted procedure il Delete
= Assign leadtime templates
Add more. .. Disable inherited procedure types Back
A To add a custom procedure type
1.Clickont he O60Editd |l ink at t he addHAnheritecplotedue typespagesi® . The cu
displayed.

2. Press the [Add] button.
3. Type the name of the procedure and press [Save]. The procedure is how added.

Now it is possible to link a leadtime template to the procedure.

A To add a custom procedure type

1. Click on the [Assign leadtime templates] button behind the procedure.

2. Select the template from the left and move it to the right with the arrow buttons.

3. Press [Save] when done.
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Only the leadtime templates that have been added for your organisation are selectable. If you require
additional templates, please contact CTM support or Sales Support.

Section 4: Manage approval processes (separate
module)

Through the organization administration, the company administrator can set up your organization
structure and any internal approval processes. An approval process can contain one or many
approvers and be either sequential or parallel. Approval processes for tendering for a specific
document for an approval point can also be set up.

A To access organisation setup:

1. Select the &onfiguration of approvalséfromthe 6 Ad mi ni strati on6é menw.Thgati on dr
organisation main screen is displayed.

fa E

Craig McDonald User profiles

Company administration

Configuration of approvals

The organisation set up consists of three parts: the organisation, role types and roles, where the
organisation is the main object. Setting up the organisation will determine the approval flow within your
company.

4.1 Create or ganisation, role types and roles

Before setting up the organisation structure the three parts to build the organisation have to be
created:

9 Organisation
1 Role types
1 Roles

These three parts will later be bundled up to form an organisation.
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List of organization units

Name Last updated
& Finance 161272016 12:52
Create organization Unit role type Unit role Done

A To create an organisation:

1. From the organisation main page, click the [Create organisation] button. The create screen is
displayed.

2. Enter the name of the organisation and click [Save].

A To create role types:

A role type is typically a department within a company, e.g. legal or procurement. It is also the role
type you select as approvers for an approval point.

1. From the organisation main page, click the [Unit role type] button. A list of created role types is
displayed.

2. Click the [Create role type] button. A create screen is displayed.

3. Enter the name of the role type and click [Save].

List of role types

Name Last updated
& Approver 16M2/2016 12:55
& FRequester 16/M12/2016 12:56

Create role type Done
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A To create roles:

The roles are physical roles a specific user can have, for example contract officer or legal expert.
1. From the organisation main page, click the [Unit role] button. A list of created roles is displayed.
2. Click the [Create role] button, create screen is displayed.

3. Enter the name of the role and click [Save].

List of roles

Name Last updated
& Junior buyer 16M12/2016 13:00
& Legal expert 16/M12/2016 13:00

Create role Done

Once the three parts of an organisation have been created you can start managing the organisation
setup and approval points within each organisation.

4.2 Manage organisation

Within an organisation you can assign role types, roles, setting up approval points and assigning users
to roles.

4.2.1 Organisation structure

Each organisation can have their own set of organisation structure, approval rules and approval points
set up. Users belonging to the different organisations will be applied to the rules set up for each
organisation.
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A To set up an organisation structure:

1. Fromthe6 Conf i gur at i o n npafe, digk pnrthe srgahisation maaea you want to set
up. The settings for that organisation are displayed.

Organization details - Finance

Instructions Organizational unit

Organizational unit: Finance

From this page you can

update information about Edit details for the Edit
the selected organizational unit
organizational unit

Organizational unit Edit

approval rules
Edit for the organizational
unit, role types, roles and
delegation limit

Approval points and Edit
documents

Edit approval points,

documents and role type
SEqUENCES

Done

2. Click the d&ditolink next to the @rganisational unit approval rulesd .he drganisational structure
overview is displayed.

3. Click the [Add/remove role types] button to add or remove previously setup role types to this
specific organisation unit.

4. Select the role types on the left and use the arrow buttons to move them to the right side to add
them to the organisation. Click [Save] when done.
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Role type information
All role Organization
types role type(s)
“ Appraver “
Requester
=
&=
Save Cancel

5. To add roles to a role type, click the name of the assigned role type in the organisational structure
overview. Use the arrow buttons to assign roles to the selected role type. Users that are assigned to
the role will then be added to the role type and organisation.

Role information
All roles Organization role
type - role(s)
Junior buyer Legal expert -
>
&
Save Cancel

6. Press the [Set delegation limit] button. For each role added to the organisation you can set the
delegation limit (limit to which the role can approve) for single or multiple approvals. Press [Save] for
each role that is set. Press [done] when completely finished.

For users to be part of an organisation they need to be assigned to roles within the organisation.

A To assign users to arole:

1. Gotothe 6 &kr profileséand click the user you want to assign a role.

2. Click the d&ditolink next to the @rganisation structure setupd .
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3. In the drop-down at the top, select the organisation you want to assign the user to. A user can be
part of more than one organisation.

4. Click the name of the role type where the role you want to assign the user to resides.

5. Select the role and use the arrow buttons to move the role to the right to assign the role to this
user. Click [Save] when done.

Repeat the above steps for the users and organisations you wish to assign roles to. If a user is
assigned to multiple organisations, he will need to select the organisation when logging in to CTM. Any
user who is part of the approval procedure must request approval on the selected approval points. So
the approver also requires approval from another approver.

Sample of organisation structure

4.2.2 Approval points

Once the organisational structure is set up you can choose to set up approval points for users within
an organisation. An approval point is a process point within the RFT or contract to where a user has to
be approved prior to going forward in the process, for example prior to sending out an invitation to
suppliers.

A To create approval points:

1. Se | eConfigurdtion of approvalséfromthe6 Ad mi ni strati ond menw.Thgati on dr op
organisation main screen is displayed.

2. Click the name of the organisation you want to add approval points to.
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