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1. INTRODUCTION

For the purpose of interpreting this Instructions to Tender Guide, below terminology used in Aveva
CRM and this guide shall have the meaning of the words in the RFP as follows:

Terms used in Aveva CRM Solution & in this Terms used shall have the following meaning.

Instruction to Tender Guide.

Tender or ITT/RFX or Invitation to Tender or | Proposal or RFP

Invitation

Tender Message Notice or Addendum or Addendum or other type
of communication set forth in Part | — REQUEST
FOR PROPOSAL - Article B PROPOSAL
INSTRUCTIONS.

Contractor Proposer
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2. CRM Access & Navigation
2.1. Logging on to CRM for the First Time
This section will explain how to access and navigate your way around CRM to allow you to work

comfortably within the solution.

You will receive your ‘Username and Password’ in an e-mail from IMI (International Maritime
Industries).

To log onto to the CRM Contractor Portal:

1. Start your web browser (Supported browsers - Microsoft Edge & Microsoft Chrome)
2. Enter https://prdcrmweb.imi-ksa.com into the browser address bar

3. Your browser window should now display as illustrated below:

Set Language @ Support

INTERNATIONAL —diall el
MARITIME Slelinll
INDUSTRIES &= d ol

IM| Contractors Portal

Welcome to IMI Contractors Portal

A limited amount of information Is available to the user on this public
site. Please enter the Username and Password to login, where you
can view the RFPs / Tenders and submit your response. Once login,
you can view the tender details you have been invited from IMI, and Username
you may select the Tender and provide the appropriate response.

Password

M Remember My Password m

d?

Forgot Passw

4. Enter your CRM Username and Password

5. Click the Login button
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The first time you login to CRM, you will be asked to change your password. You need to enter
the password provided by IMI and then enter a new password. The password must contain
between eight and fifty characters. These characters must include at least one uppercase
character, one lowercase character and one digit. After entering and new password click the
‘Submit’ button.

O For security reasons, please change your Password. Note: A password can only contain alphanumeric characters or _. It must include at least one upper case (=)

character, at least one lower case character and at least one digit.

Change Password

Username sample_contact
Current Password * I

New Password *

Confirm New *

Password

7.

If the time zone you are in, is not the same as the one recorded against your user details you
will be prompted to update your time zone settings to match that of your computer. Make
the necessary changes in a ‘Time Zone set on my PC’ field and click ‘Save’.

Mycol’p Training Contractor

AVEVA™ Contract Risk Management Contractor Portal Sample Contracter

AVIVA

Overview Contracts Tenders Prequalifications Opportunities n

O The time zone you have selected does not match the time zone set on your PC. Please ensure that both time zones are the same in order to proceed. (<]

User Preferences
Settings
Preferred Page Size 50 v
Time Zone set on my (UTC+00:00) Dublin, Edinburgh, Lishon, London hal
PC
Preferred Language English +
Preferred Format English (United Kingdom) ~

Save i Cancel

AV=VA




Error! Reference source not found. Page 6 of 37

8. You will now see a page similar to the one illustrated below. If you wish to proceed you need to
accept the ‘Terms of Use’ by selecting the ‘AVEVA Terms and Conditions’ check box and
clicking the ‘Accept’ button, followed by clicking ‘Submit’.

Terms Of Use Please scroll through the Terms of Use below and confirm you have read the AVEVA Terms and Conditions. Click the Accept
button to confirm reading and acceptance of both sets of terms. If you decline agreement, you will be denied access to the
site and will be logged out.

AVEVA

("AVEVA") HAS DEVELOPED AN ON-LINE UPSTREAM PROCUREMENT APPLICATION ("ACRM") FOR PURCHASERS AND SUPPLIERS FOR PURPOSES OF,
AMONG OTHER THINGS, FACILITATING THE EFFICIENT EXCHANGE OF INFORMATION BETWEEN PURCHASERS AND SUPPLIERS. THE FOLLOWING
DESCRIBES THE TERMS AND CONDITIONS UNDER WHICH AVEVA OFFERS BUSINESSES ACCESS TO, AND USE OF ACRM. BY REGISTERING AS A
PARTICIPATING PURCHASER OR SUPPLIER, YOU HEREBY AGREE TO BE BOUND BY THESE TERMS AND CONDITIONS OF USE

Amendments

AVEVA may amend these Terms and Conditions of Use at any time by posting the amended terms on ACRM and any such amendments shall be effective .

A
I confirm | have read the AVEVA Terms and Conditigns gEeel m
You have accepted the Terms of Use and the AVEVA Terms and Conditions. Click Submit to proceed to the Contractor Portal. Submit

9. Once you have accepted the ‘Terms and Conditions’ and adjusted your time zone you will see a
page similar the one illustrated below confirming you have successfully accepted the CRM
Terms of use.

AVEVA MyCorp Training Contractor
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Qverview Contracts Tenders Prequalifications Opportunities n

Overview H
@ You have successfully accepted the Terms of Use. Q
Welcome to [Com any Narne] A limited amount of information is available to the user an this public site. Using the links on the menu users can login, register and
Contractors egis er Website browse Public Opportunities. Due to security being of primary importance we require all users to register before they can apply for or
Contractors Register Website Provided by AVEVA Contract Risk take part in any Tender
Management
Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category created. There are no prequalification tasks available for you at this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEDO1)
(1) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

AV=VA
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2.2. Incorrect / Forgotten Password

If you enter an incorrect or have forgotten your password, you will see the below message on the CRM
welcome screen.

If you have entered your login credentials incorrectly, re-enter your details, taking care to enter the
information correctly.

If you have forgotten your password, you can request a password reset.

To request a password reset, select the ‘Forgot Password?’ Link

Register Your Company

O The login credentials you have entered may ©
be invalid or your account may have been

Username

Password

B Remember My Password

Forgot Pa

AV=VA
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'AVEVA Set Language @ Support

Contract Lifecycle Management

[Company Name] Contractors Web Site

Welcome Register

Forgot Your Password?

To receive an email with a link to reset your password, please enter your username and registered email address

s *
Username Contractor_User ‘

Email

Contractor_User@email.com ‘

AVEVA™ Contract Risk Management

The Forgot Your Password? page is displayed.
1. Enter your ‘Username’ in the Username field.
2. Enter your ‘Email Address’ in the Email field.

3. Click the ‘Submit’ button.

— Set Language @ Suppert
AV=VA

Contract Lifecycle Management

[Company Neme]Contractors Web Site

Welcome Register

Welcome to [Company Name] Contractors Register Website
A limited amount of information is available to the user on this public

site. Using the links on the menu users can login, register and browse
Public Opportunities. Due to security being of primary importance we R AL e

require all users to register before they can apply for or take partin
any Tender

Your password reminder request is being
processed.

Alicaly negisieied

Username

Password

M Remember My Password

Forg

A Confirmation message is displayed confirming your request is being processed.

You will receive a CRM generate email containing a clickable link, that will enable you reset your
password.

AV=VA
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2.3. Requesting a Password Reset

The ‘Reset Password’ page is displayed.
4. Enter your new ‘Password’ in the Password field

5. Re-enter your new Password in the ‘Confirm Password’ field

6. Click the ‘Submit’ button

‘AVEVA SetLanguage @ Support

Contract Lifecycle Management

[Compeny Name] Contractors Web Site

Welcome Register

Reset Password

Please enter and Confirm your password

\ *
Password I sesarensaeens P Strength: Very Strong
Confirm Password % I [, l

AVEVA™ Contract Risk Management [N

A Confirmation message is displayed confirming your password has been updated successfully.
Enter your username and new password to login into CRM.

When you logon after your password has been changed you will be prompted to update your new
password. This is a security feature.

Note: Passwords must contain between eight and fifty characters. These characters

must include at least one uppercase character, one lowercase character and one digit.

After updating your password click ‘Submit’.

AV=VA
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Welcome Register

Contract Lifecycle Management

[Company Name] Contracto

Set Language @ Support

Welcome to [Company Name] Contractors Register Website
A limited amount of information is available to the user on this public
site. Using the links on the menu users can login, register and browse
Public Opportunities. Due to security being of primary importance we
require all users to register before they can apply for or take partin
any Tender

(=] {s] (=] [&] (a] (0]

Register Your Company

Alre

Username

Password

M Remember My Password

£ i?

2.4, Account Disabled

If your account has been disabled, CRM will display the below error screen.

AV=VA

User account disabled

Contract Risk Management Administrator.

Your AVEVA Contract Risk Management account has been disabled. If you believe this is an error, contact your AVEVA

Your account can be disabled due to the following reasons:

e You have been locked out because too many attempts have been made to log in to your
account with an incorrect password. This is a security feature to prevent a dictionary attack

from gaining access to your account.

e If your account has been manually disabled by a colleague who is the Primary Contact or by a

CRM Administrator.

You can attempt to unlock your account, by changing your password by requesting a password reset.

See Section 2.3 - Requesting a Password Reset

Alternatively, your CRM system may have been configured to automatically unlock your account after
a specified time has passed, e.g., thirty minutes. In this case, try logging in again after this time period

has elapsed.

If you are still unable to log into the CRM solution, contact CRM Support - there is a link to the Support

contact details at the top of the page.

AV=VA
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2.5. If you have forgotten your username

Your username shall always be the first part of your email address (example:
john.doe@anywhere.com meaning the username is ‘john.doe’) unless otherwise communicated by
your respective RFP contact person within IMI.

An Email communication will be sent out to provide you with your access details. The end user is
responsible to ensure safe keeping of that email.

In the event you forget your username, please send an email to your RFP contact person within IMI.
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This section will explain how you move from one module of CRM to another, in order to access key
functional areas, how to initiate actions and maintain your navigation trail.

Your CRM interface has a number of important areas as illustrated in the image below:

The ‘Menu Tabs’ provide you with the ability to move quickly to the areas of CRM in which you wish

to work.

The ‘Main Work’ Area makes up the largest section of your CRM interface and contains the key
dynamic information relating to the subject area you are working on.

This is the area where you will interact most with CRM.

MyCorp

AVEVA™ Contract Risk Management Contractar Portal

AVZVA

Training Contractor
Sample Contractor

Menu Tabs

Overview Contracts Tenders Prequalifications Opportunities n

Overview

Welcome to LCom any Name]
Contractors Register Website

Contractors Register Website Provided by AVEVA Contract Risk
Management

Qualification Category Details

Current Active Tenders (1)
100127-T: Training Example Tender (EXAMPLEOO1)
(1) tasks, (0) alerts, (0) messages

You currently do not have a Qualification Category created. There are no prequalification tasks available for you at this moment.

Alimited amount of information is available to the user on this public site. Using the links on the menu users can login, register and
browse Public Opportunities. Due to security being of primary importance we require all users to register befare they can apply for or
take partin any Tender

Prequalification Tasks (0)

Obligations (0)

There are no obligations that require your attention.

Main Work Area

AV=VA
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MyCorp

AVEVA

Overview Contracts Tenders

AVEVA™ Contract Risk Management Contractor Portal

Prequalifications

Opportunitieg

Training Contractd
Sample Contract

—

A Tabs to support navigation. Overview and Tenders used for online bidding.

Header Section

B Return to your preferred home page. Set using Make my home page icon highlighted in
blue in the previous screenshot.

C Access Display User Menu (options shown below).

D Name/Company of user currently
logged on

E Access CRM Online Help

F Log off from CRM

Training Contractor "

Sample Contractor

Set Language
Change Password
Change User Preferences

Contact Details

Company Details
Other Addresses
Contacts
Documents

Product Codes

Help

Email Support

I Log Out I

AVEVA Contract Risk Management

Version AVEVA Contract Risk Management 8.2
Provided by AVEVA

AV=VA
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CRM uses ‘Menu Tabs’ to enable you to easily move from one module to another in CRM. This is
achieved by simply clicking on the menu tab corresponding to the module/area of CRM you wish to
access.

Clicking on a tab will highlight the chosen tab and change the view in your main work area to the home
page of the CRM module as illustrated in the screen below:

AVEVA MyCorp Training Contractor

© AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities L]

Overview N
We|come to [Compan Name] A limited amount of information is available to the user on this public site. Using the links on the menu
Contractors egis er Website users can login, register and browse Public Opportunities. Due to security being of primary importance
Contractors Register Website Provided by AVEVA we require all users to register before they can apply for or take part in any Tender

Contract Risk Management

Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category There are no prequalification tasks available for you at
created. this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEQOT)
(3) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

A useful navigation system entitled ‘Breadcrumbs’ is used throughout CRM. Breadcrumbs maintain
an automatic navigation trail record as you move deeper into a CRM module. This enables you to easily
ascertain how you arrived at the point you are at within CRM, and more importantly, how to work
your way back to where you started as illustrated in the screen below:

e MyCorp Training Contractor
~ " AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

I Overview > 100127-T > View I

View

Tender Details

Tender Training Example Tender (EXAMPLEQO1)

Tender reference 100127-T

Description

Details

Title Tender Pack - Please view this communication

Price Categorisation Mixed

Final Submission 22 Feb 2022, 17:30:00 (UTC)

Date

Contracting address AVEVA Group ple Return address AVEVA Group plc
Cambridge Cambridge
High Cross,Madingley Road High Cross,Madingley Road

AV=VA
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3.2.  Accessing CRM On-line Help

CRM'’s Online Help functionality is available on your CRM user menu. This provides you with step-by-
step instructions for carrying out tasks in all areas of CRM. CRM Online Help is Context Sensitive. When
a user accesses the CRM Online Help, the CRM Online Help opens at a topic relating to the action the
user is trying to perform.

To access CRM Online Help:

1. Click the 'Display’ User Menu Link' highlighted below to open the menu.
AVEVA MyCorp Training Contractol
~ AVEVA™ Contract Risk Management Contractor Portal Sample Contracto

Overview Contracts Tenders Prequalifications Opportunities n

Overview [N
Welcome to [Compan Name] A limited amount of information is available to the user on this public site. Using the links on the menu
Contractors egis er Website users can login, register and browse Public Opportunities. Due to security being of primary importance
Contractors Register Website Provided by AVEVA we require all users to register before they can apply for or take part in any Tender

Contract Risk Management

Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category There are no prequalification tasks available for you at
created. this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEQO1)
(3) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

2. Click the highlighted 'Help' link:

av-va MyCorp Training Contractor .
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor
R . R . Set Language
Overview Contracts Tenders Prequalifications Opportunities n
Change Password
Overview
Change User Preferences
Welcome to [Compan Name] Alimited amount of information is available to the user on this . cnile
Contractors Register Website register and browse Public Opportunities. Due to security being ~ CONtact Detalls
Contractors Register Website Provided by AVEVA Contract before they can apply for or take partin any Tender
Risk Management
Company Details
Qualification Category Details Prequalification Tasks (0)  Other Addresses
You currently do not have a Qualification Category created. There are no prequal ~ ¢ontacts
Documents
Current Active Tenders (1) Product Codes
100127-T: Training Example Tender (EXAMPLE0O1) Obligations (0)
(3) tasks, (0) alerts, (0) messages
There are no obliy Help
Email Support
Log Out AVEVA Contract Risk Management
AVEVA
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3. You will be presented with a new browser window containing the CRM Online Help content as
illustrated below. The CRM help feature is case sensitive. This means, help will be provided
relevant to the task you were attempting to perform when accessing the CRM help.

Welcome  Getting Started  Your
Responding to Tender <
Dispatches

Tender Messages

Viewing Tender Message
Details

Sending a Tender
Message

Replying to a Tender
Message

Contracts
Viewing Contracts
Viewing Contract Details
Contract Roles
Contract Risk Covers
Contract Communications

Viewing the
Communication Reaister

AVEVA -

Q

Company Tenders Contracts Getting Support

Tenders > Responding to Tender Dispatches

Responding to Tender Dispatches

A tender dispatch is a package of information sent by the Company. The dispatch package contains the
particulars of the work involved. Through the dispatch you are asked to submit your bid for the tender.
You may also be asked to supply information about your company and any information that will
support your company'’s ability to carry out the work.

Note To be able to open and download documents, ensure that any pop-up blockers are disabled
for your browser.

Tender team members with the Tender General Access and Interact with tenders user role permissions
can respond to a tender dispatch. They can only respond before the final submission date.

Watch a demonstration video: Responding to a Tender Dispatch

To respond to a tender dispatch:

1. Acknowledge the tender dispatch.

Note If a response has not been requested for the dispatch, this is the only action which can be
taken

2. Attach documents to your response
3. Submit your response.

Legal Information | Contact Information

Tenders
Opportunities
Viewing Tenders
Tender Contacts

Responding to
Tender Dispatches

Tender Messages

Viewing Tender
Message Details

Sending a Tender
Message

Replyingtoa
Tender Message

Click ‘Search’.

Enter your search criteria for the topic you are looking for assistance with.

from the initial search.

Navigate the side bar to the left of the page to find help on various CRM related topics.

. Click the quick access links in the ‘What’s in this section’ pane to get help on the topic(s)

AV=VA

I Tender Messages

Lol

Welcome  Getting Started  Your

Tender Messages <

Viewing Tender Message
Details

Sending a Tender
Message

Replying to a Tender
Message

Contracts
Viewing Contracts
Viewing Contract Details
Contract Roles
Contract Risk Covers
Contract Communications

Viewing the
Communication Register

Creating
Communications

Company Tenders Contracts Getting Support

Tenders > Tender Messages

Tender Messages

AVEVA Contract Risk Management provides a secure portal through which you can communicate with
the Company without the need for a third party mailing system. All messages are logged within AVEVA
Contract Risk Management to provide a permanent record of all communications between the parties

Messages are stored on a tender-to-tender basis so that all correspondence for each tender can be
easily accessed. Either party can reply to messages, creating a thread of related messages which
allows information to be found more easily.

Messages can only be seen by tender team members with the appropriate user role permissions to
view tender messages. Messages marked as Confidential can only be seen by tender team members
who have permission to view tender messages and also have Confidential access.

Watch a demonstration video: Sending Tender Messages

Viewing Tender Messages

To view tender messages:
1. Navigate to the home page of the tender.

The Your New Messages section shows a register of messages associated with the tender which
have not yet been marked as read

2 Click tha Maceanas tah tn view all maceanas frasd and nnrasdl an tha Maccanae nama Bu dafaok

Legal Information | Contact Information

n this section =

Tenders
Opportunities
Viewing Tenders
Tender Contacts

Responding to Tender
Dispatches

Tender Messages

Viewing Tender
Message Details

Sending a Tender
Message

Replying to a
Tender Message
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3.3.  Accessing the RFP Package

To access the RFP package login to CRM.

By default, when you login to CRM the ‘Overview’ page is displayed. If a different page is displayed,
this means you have changed your homepage setting to display another page. In this case simply click
on the ‘Overview’ tab to access the overview page.

Active Tenders(s) are listed under in the ‘Current Active Tenders (1)’ section.

MyCorp Training Contractor

AVIVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

Overview [N
Welcome to [Compan Name] A limited amount of information is available to the user on this public site. Using the links on the menu
Contractors egis er ebsite users can login, register and browse Public Opportunities. Due to security being of primary importance

Contractors Register Website Provided by AVEVA we require all users to register before they can apply for or take part in any Tender

Contract Risk Management

Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category There are no prequalification tasks available for you at
created. this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEQO1)
(3) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

Clicking a Tender link under ‘Current Active Tenders’ will bring you to the home page for that Tender
page.

- I“IyCorp Training Contractor
AVIVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

Overview > 100127-T

Training Example Tender (EXAMPLEOQO1)

Tender - 100127-T Details Messages

Tender Details
Tender Training Example Tender (EXAMPLEQOT)

Tender reference 100127-T

Description

Outstanding Tasks (3)

Tasks to complete

1. "Tender Pack - Please view this communication™ You must respond to this by: 22 Feb 2022, 17:30:00 (UTC) View Details
2. "You must respond to this request by 03.03.2022"- You must respond to this by: 03 Mar 2022, 17:30:00 {UTC)
3. "You must respond to this request by 24.02.2022"- You must respond to this by: 24 Feb 2022, 17:30:00 (UTC)

New Alerts (0)

AV=VA
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Under the ‘Outstanding Tasks (X)’ section click the ‘View Details’ button

1. The first task “RFX/ITT” or “Tender Pack” will allow you to download the RFP package.

2. The second task allows you to acknowledge that you plan to submit technical
documentation and then submit the documentation before the submission deadline.

3. The third task allows you to acknowledge that you plan to submit commercial
documentation and then submit the documentation before the submission deadline.

AV=VA
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4. Receiving & Viewing a Tender Invitation

You will first be notified of the invitation to tender via an email. This will be sent to your standard
email Inbox.

MyCaorp AVEVA™ Contract Risk Management Tender Despatch - 100127-T - Training Example Tender (EXAMPLE0O1)

45 Reply | % Reply Al | —> Forward

g contractriskmanagementsupport@aveva.com
To © Gerry Duffy Thu 17/0:

BID SUBMISSIONS:

Bidders are required to submit Bids according to ITT/RFx guidelines.

For Online Tendering - bidders are required to upload their bid documents to the bid package folders detailed below:

1. Technical Bid Submission

2. Commercial Bid Submission

Guidelines to submit responses electronically using ProCon, can be found in the attached document ‘ProCen - Instructions to Tender Online.pdf.

IMPORTANT: Please remember all responses must be submitted before the Final Submission Date.

ACKNOWLEDGEMENT

Bidders are required to indicate their intentions by accepting or declining invitation for each of the packages r
Final Submission Date: Thursday, 03 March 2022 17:30:00(UTC)

Contracting address:
==ProCon==0nline Tendering
Cambridge

United Kingdom

Return address:
==ProCon==0nline Tendering
Cambridge

United Kingdom

If you have an AVEVA Contract Risk Management login account, you can respond securely via the Contractor Portal. Click this link:
https://demo-psdesign.crm.connect.aveva.com/procon/supplier_site/noauth/EmailRedirect.aspx?EmailRedirect=1&REDIRECT Tender|D=120&REDIRECT Scheduleltem|D=12418 and follow

Note: Only the nominated Single point of contact for the Company will receive the RFP

invitation from IMI.

The email provides the following information

Tender details The Tender Reference & Tender Name

General Info General Tender Information

Final Submission Date The date and time at which submission of tender responses
needs be completed. No submissions will be taken after this
date and time

Contracting Address This is the address pertaining to the organisation or department
whom the eventual bidder awarded the contract will be
contracted with

Return Address The Return Address is to be used only if advised by IMI tender
administrator to submit non-electronic bids. Instructions are
provided as per Part | Request for Proposal — Article B PROPOSAL

INSTRUCTIONS.
Hyperlink to Response Area | Clicking on this link will take you to the log on screen where you
within CRM can download the tender documents
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5. Obtaining Tender Documents

When you receive an RFX/ITT notification, follow the link in the email (Previous Step) and logon to
the CRM solution, you will be brought to the ‘View Despatch’ screen.

You are now viewing the despatched Invitation to Tender from IMI.

A I'IyCorp Training Contractor
AVZVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

BID SUBMISSIONS

Bidders are required to submit Bids according to ITT/RFx guidelines.

For Online Tendering - bidders are required to upload their bid documents to the bid package folders detailed below:

1. Technical Bid Submission

2. Commercial Bid Submission

Guidelines to submit responses electronically using ProCon, can be found in the attached document ‘ProCon - Instructions to Tender
Online.pdf

IMPORTANT: Please remember all responses must be submitted before the Final Submission Date.

ACKNOWLEDGEMENT

Bidders are required to indicate their intentions by accepting or declining invitation for each of the packages r

Documents available for download (4)

Acknowledgement Form.docx Download Properties

Instruction to Tenderers.docx Download Properties
Model Contract.docx Download Properties
Scope of Work.docx Download Properties

You can download the tender documents by clicking on the ‘Download’ buttons. This will prompt
your browser to open an option that allows you to save the chosen document to your PC.

Documents available for download (4)

Acknowledgement Form.docx Download f roperties

Instruction to Tenderers.docx Download Properties

Model Contract.docx Download Properties
Scope of Work.docx Download  Properties

Note: The tender documentation will appear in a pop-up window. Please remember this
if you are using pop-up blocking software. have any difficulty in downloading the
documents, please contact your IT department to adjust Internet Browser setting

appropriately.

After downloading the documents and deciding whether you will respond to the Tender Invitation
and creating your response documents, please follow the instructions in Section 6 How to Respond
Electronically to an Invitation
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6. How to Respond Electronically to an Invitation

To respond to the invitation electronically follow the link at the bottom of the Technical or
Commercial Tender invitation email you received from IMI and login into CRM.

Once you are logged on to the solution you will be taken to the Invitation to Tender.

Alternatively follow the process outlined in Section 3.3 Accessing the RFP Package of this document
and click the relevant ‘View Details’ button shown in Tender section.

This will bring to the page shown in the image below.

MyCorp Training Contractor

AVEWA™ Contract Risk Management Contractor Portal Sample Contractor

AVIVA

Overview Contracts Tenders Prequalifications Opportunities n

Bidders are required to submit Bids according to ITT/RFx guidelines

For Online Tendering - bidders are required to upload their bid documents to the bid package folders detailed below:
1. Technical Bid Submission

2. Commercial Bid Submission

Guidelines to submit responses electronically using ProCon, can be found in the attached document ‘ProCon - Instructions to Tender Online.pdf.
IMPORTANT: Please remember all responses must be submitted before the Final Submission Date.

ACKNOWLEDGEMENT

Bidders are required to indicate their intentions by accepting or declining invitation for each of the packagesr

Documents available for download (4)

Acknowledgement Form.docx Download  Properties
Instruction to Tenderers.docx Download Properties

Model Contract.docx Download  Properties

Scope of Work.docx Download  Properties

I acknowledge receipt of this invitation and | will make a tender submiss

@ Acknowledge and Submit
I acknowledge receipt of this invitation but | will not make a tender submissfpn. Acknowledge and Decline

Initially you will be provided with two options ‘Acknowledge and Submit’ and ‘Acknowledge and
Decline’.

| acknowledge receipt of this invitation and | will make a tender submission. Acknowledge and Submit
| acknowledge receipt of this invitation but | will not make a tender submission. Acknowledge and Decline
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6.1. How to Acknowledge and Agree to a submission

‘Acknowledge and Submit’ — Select this option so that you can submit a tender response. This will
acknowledge your receipt of the invitation and inform IMI of your intention to submit a bid proposal.

AVIVA MYCDFP Training Contractor
 AVEVA™ Contract Risk Management Contracter Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities n

Overview » 100127-T » View » Additional Comments

Additional Comments

Tender Details

Tender Training Example Tender (EXAMPLEDO1)
Tender reference 100127-T
Description

The following text will accompany your acknowledgement. Please modify as required.

Comments | hereby acknowledge receipt of your invitation to tender and would like to confirm that | intend to make a tender
submission by the final submission date.

)

Send Cancel

When you agree to submit a bid by clicking Send in the above page the system takes you back to the
Tender page and shows your acknowledgement as being successful.

AVEVA Mycorp Training Contractor
© AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

@ The response has been retracted successfully. (<]

Training Example Tender (EXAMPLEOQO1)

Tender - 100127-T Details  Messages

Tender Details

Tender Training Example Tender (EXAMPLEQO1)
Tender reference 100127-T
Description

Outstanding Tasks (3)
Tasks to complete

1. "Tender Pack - Please view this communication™ You must respond to this by: 22 Feb 2022, 17:30:00 (UTC)
2. "You must respond to this request by 03.03.2022" You must respond to this by: 03 Mar 2022, 17:30:00 (UTC)
3. "You must respond te this request by 24.02.2022"- You must respond to this by: 24 Feb 2022, 17:30:00 (UTC)
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6.2. How to Acknowledge and Decline a Submission

‘Acknowledge and Decline’ — Select this option if you wish to withdraw from the tendering
process.

Page 23 of 37

AVEVA HyCorp Training Contractor
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities n

Tenders > 100127-T > View > Additional Comments

Additional Comments

Tender Details

Tender Training Example Tender (EXAMPLEQO1)
Tender reference 100127-T
Description

The following text will accompany your decision to decline to make a submission to tender. Please modify as required.

Comments I hereby acknowledge receipt of your invitation to tender but on this occasion | de not wish to make a tender submission,

When you click on the ‘Send’ button to decline a proposal request, the CRM solution takes you back
to the Tender summary page and shows that you are declining to take part in the tender.

HyCOrp Training Contractor

AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

AVIVA

Overview Contracts Tenders Prequalifications Opportunities n

Tenders » 100127-T

© You have declined to respond. (]

Training Example Tender (EXAMPLEQO1)

Tender-100127-T

Details  Messages

Tender Details

Tender Training Example Tender (EXAMPLE0O1)
Tender reference 100127-1
Desecription
Outstanding Tasks (2)
Tasks to complete
1. "Youmust respond to this request by 03.03.2022"- You must respond to this by: 03 Mar 2022, 17:30:00 (UTC) View Details
2. 'Tender Pack - Please view this communication™ You must respond to this by: 22 Feb 2022, 17:30:00 (UTC) View Details
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7. How to Raise Clarification Requests / Tender Messages

7.1. Login to CRM

Login to CRM with the Username and Password you received via email. Once logged in, you will be
taken to the ‘Overview’ page of CRM. In the ‘Current Active Tenders (s) section all tenders relevant
to your organisation are displayed.

) raining Contractor
AVZVA M Cor -I- .. gc t "
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview | Contracts  Tenders Prequalifications Opportunities R

Overview A
Welcome to LCom an Name] Alimited amount of information is available to the user on this public site. Using the links on the menu
Contractors egis er Website users can login, register and browse Public Opportunities. Due to security being of primary importance
Contractors Register Website Provided by AVEVA werequire all users to register before they can apply for or take partin any Tender

Confract Risk Management

Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category There are no prequalification tasks available for you at
created. this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEOO1)
(2) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

7.2. Send a Tender Message(s)

Under the ‘Current Active Tenders’ section select the tender for which you want to send a tender
message.
Alternatively, select the ‘Tenders’ tab page and select the tender you want to create a message for.

Note: The number of tenders listed will be relevant to the number of tenders your

organisation was invited to participate in.
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MyCorp Training Contractor
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

AVZVA

Overview  Contracts Prequalifications Opportunities R

Overview A
Welcome to LCom an Name] Alimited amount of information is available to the user on this public site. Using the links on the menu
Contractors egis er Website users can login, register and browse Public Opportunities. Due to security being of primary importance
Contractors Register Website Provided by AVEVA we require all users to register before they can apply for or take part in any Tender

Contract Risk Management

Qualification Category Details Prequalification Tasks (0)
You currently do not have a Qualification Category There are no prequalification tasks available for you at
created. this moment.
Current Active Tenders (1) Obligations (0)
100127-T: Training Example Tender (EXAMPLEQO1)
(3) tasks, (0) alerts, (0) messages There are no obligations that require your attention.

7.3. Compose a Tender Message

Click the ‘Messages’ button.

AVEVA MyCorp Training Contractor
=V

AVEVA™ Contract Risk Management Contractor Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities n

Overview » 100127-T

Training Example Tender (EXAMPLEQOQ1)

Tender - 100127-T

Details Messages

Tender Details

Tender Training Example Tender (EXAMPLEOOT)
Tender reference 100127-T
Description

Outstanding Tasks (3)
Tasks to complete

1. "You must respond to this request by 03.03.2022"- You must respond to this by: 03 Mar 2022, 17:30:00 (UTC) View Details

2. "You must respond to this request by 24.02.2022"- You must respond to this by: 24 Feb 2022, 17:30:00 (UTC) View Details
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Click the ‘Create Message’ button.

AVEVA MyCorp Training Contractor
"~ AVEVA™Contract Risk Management Contractor Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities n

Overview > 100127-T

Training Example Tender (EXAMPLEOOQ1)

Tender - 100127-T Details Messages

Inbox ~  All Message Types v &h Create Message

There are no tender messages which match your current filter.

Complete the details of the message. Attach any document(s) as required.
Click the ‘Send’ button to send the message to the company.

AVEVA MyCorp Training Contractor
AVEVA™ Contract Risk Management Contractar Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

Overview » 100127-T > Create Message

Create Message

Vendor Communication

Recipient Training Example Tender (EXAMPLEQQ1) (100127-T)
Subject * Request for Clarification on Section 5.2.3 Handling of Hazardous Materials
Confidential

Attachments n

% Health and Safety (Hazardous Materials).docx (12 KB)U | @

Message Bod
S - B i U S Ax A- = i= A - == @
To Company,

Please provide clarity on section 5.2.3 handling hazardous materials defined in attached documentation.
Please provide response in a timely manner.
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After clicking the ‘Send’ button, a popup message is displayed.
Click the ‘Confirm’ button if you wish to proceed.

Confirm Send

Note: When sent, the message contents can be viewed by all authorised company contacts

associated with the tender. Are you sure you want to proceed?
E

A confirmation message is displayed confirming the message was successfully published to the

company.
_,» MyCor Training Contractor
AVIVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities |

Overview > 100127-T

© The message has been created. (]

Training Example Tender (EXAMPLEQQ1)

Tender - 100127-T

Details Messages

Sentltems v a Create Message

% Y a Subject Date Sent  Requires Response
¥ a Request for Clarification on Section 5.2.3 Handling of Ha... 17 Feb 2022, 17:19:39 (UTC) No
. v
Showing all 1
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7.4. Viewing Tender Messages

Click the ‘Messages’ tab to view all messages (read and unread) on the messages page. By default,
the inbox is displayed. Messages can be filtered by, All, Inbox or Send Items.
Click on the ‘Subject’ of the message to view that message.

. M T| Training Contractor
AVZVA 9

AVEVA™ Contract Risk Management Contractor Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities n

Tenders > 100127-T

Training Example Tender (EXAMPLEQQT1)

Tender - 100127-T Details | Messages

All ~ | Bl Message Types ~ a n
]Iili)ox a Message Type Subject
Information Request for Acknowledgment Form 18 Feb 2022,
Vendor Communication Return of Acknowledge Form 18 Feb 2022,
® a Vendor Communication Request for Clarification on Section 5.2.3 Handling of Ha... 17 Feb 2022,
s
Showing all 3

e Messages that have not been categorised as ‘Unread’ are assigned a closed envelope icon. ¥
e Message marked as ‘Confidential’ are assigned the locked padlock icon. &g

e Messages containing an ‘Attachment’ are assigned the paper clip icon. @

R - (s [ e essooe
= % a Message Type Subject
= ¥ Information Request for Acknowledgment Form 18 Feb 2022,
¥} Vendor Communication Return of Acknowledge Form 18 Feb 2022,
X & Vendor Communication Request for Clarification on Section 5.2.3 Handling of Ha... 17 Feb 2022,
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Sent ltems v

n Create Message

% 9 Subject Date Sent  Requires Response
@ Return of Acknowledge Form 18 Feb 2022, 09:00:05 (UTC) No
*

Request for Clarification on Section 5.2.3 Handling of Ha... 17 Feb 2022, 17:19:39 (UTC) No

Note: When a message is marked as read, the closed envelope icon is automatically
b
removed b=

AV=VA



Error! Reference source not found. Page 30 of 37

8. How to View Tender Messages sent from the Company

When supplementary tendering material in the form of tender messages has been issued, you will
receive an email alert with a link attached like the one shown in the image below.

To view the message, click the link within the message body. You will be prompted to login to CRM
and automatically directed to the message.

MyCorp AVEVA™ Contract Risk Management Tender Message - 100127-T - Training Example Tender (EXAMPLE0OO1)

- Repl &) ReplyAll | —» Forward
g contractriskmanagementsupport@aveva.com ) Reply % Reply orwar
To © Gerry Duffy Fri 18/1

Tender Name: Training Example Tender (EXAMPLEOO1) / Tender Reference: 100127-T

Message Subject: Return of Acknowledge Form

To view this message and any attachments, click this link:
https://demo-psdesign.crm.connect.aveva.com/procon/buyer_site/Login_Buyer/EmailRedirect.aspx?
EmailRedirect=5&REDIRECT MessagelD=25

To reply to a message, click the ‘Reply’ button.

MyCurp Training Contractor

AVZVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities H

Tenders » 100127-T » Request for Acknowledgment Form

Request for Acknowledgment Form

Information Reply

Tender Training Example Tender (EXAMPLEQOQ1) (100127-T)
Recipient Sample Contractor

Date Received 18 Feb 2022, 09:07:51 (UTC)

Date Read 18 Feb 2022, 09:18:07 (UTC)

Requires Response Yes

Response Due By 21 Feb 2022, 10:00:00 (UTC)

Confidential No

Attachments (1)

I & Acknowledgement Form.docx (12 KB) I [i] I

You can open and save attachments by clicking on the attached file.

You can download the file by clicking on the §# ‘View Attachment Details’ Icon.
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9. How to Submit RFP Responses Electronically

When you are ready to submit your bid response document(s) follow the link provided in the Tender
Invitation email, and login into CRM. Once you are logged on to the solution you will be taken to the
Tender Invitation Response Area.

Alternatively follow the process outlined in Section 6 - How to Respond Electronically to an Invitation
above. This will bring to the page shown in the image below:

1. Select the ‘Ready to Proceed now’ button

MyCorp Training Contractor

AVZVA
AVEVA™ Contract Risk Management Contractar Portal Sample Contractor

Overview  Contracts  Tenders Prequalifications ~ Opportunities R

Lo TG IUL LIW DU 21T

Guidelines to submit responses electronically using ProCon, can be found in the attached document ‘ProCon -
Instructions to Tender Online.pdf.

IMPORTANT: Please remember all responses must be submitted before the Final Submission Date.

ACKNOWLEDGEMENT

Bidders are required to indicate their intentions by accepting or declining invitation for each of the packages r

Documents available for download (1)

Tender Pack.pdf Download  Properties

Your acknowledgement
Your acknowledgement was logged on 17 Feb 2022, 16:21:06 (UTC) with the following comments:

| hereby acknowledge receipt of your invitation to tender and would like to confirm tha bmissicn by the final submission date.

| Ready to proceed now  Proceed at a later date  Decline
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2. You will now be requested to upload any documents you wish to submit, as part of your
proposal.

Select the ‘Yes’ button to upload these documents.

AVEUA MyCorp Training Contractor
~ AVEVA™ Contract Risk Management Contractor Portal Sample Contractor
Overview Contracts Tenders Prequalifications Opportunities H

Respond

Tender Details

Tender Training Example Tender (EXAMPLE0O1)
Tender reference 100127-T
Description

Response

1.Do you wish to add any documents No - proceed to next step

Click Save to save and come back Iater.

Note: You can save your submission at any point before the final submission date expires.

This action will store your response for you to work on at a later time, up until the point

that you are ready to submit bid proposal.

3. Select the ‘Choose Files’ button to locate the document you want to upload as part of your
bid submission.

When all documents are successfully selected, click on ‘Add X files’ button to complete the
upload.
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Add Documents

Choose Files

Name Actions

B Bid Proposal pdf 90 KB ﬂ

Add 1 files Remove All

Note: The name of the file(s) can be updated as appropriate within the Add Documents

dialog box.

4. When all documents are successfully selected, click on ‘Add X files’ button to complete the
upload.

Add Documents

Bid Proposal.pdf
90 KB

5. Click the ‘Close’ button
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6. The document has been successfully uploaded.

Note: Repeat steps 3 — 5 above to add additional documents to your proposal.

7. Once you have completed added all documents to your proposal, select the ‘No - proceed to
next step’ button.

VA MyCorp Training Contractor
AVIVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n
Respond
Tender Details

Tender Training Example Tender (EXAMPLEQOT)

Tender reference 100127-T

Description

Response

1. Do you wish to add any more documents? BRCH No - proceed to next step

—_
Name Actions
Bid Proposal.pdf B x

Showing all 1

=

Click Save to save and come back latg I Save Cancel

Note: Click the ‘Save’ button if you wish to complete the submission at a later time.
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8. Select the Submit button to publish your bid proposal to IMI

Mycorp Training Contractor

AVIVA
AVEVA™ Contract Risk Management Contractor Portal Sample Contractor

Overview Contracts Tenders Prequalifications Opportunities n

1enaer Iraining Exampie 1ender (EAAMPLEUU 1)
Tender reference 100127-T
Description

Response

1. Do you wish to add any more documents’? No - proceed to next step

Name Actions
Bid Proposal.pdf B x
Showing all 1

2.Please add any additional comments in the space below:
I hereby acknowledge receipt of your invitation to tender and would like to confirm that I intend to make a tender submission by the final submission date.

3.You may now save or send your response.

Click Save to save and come back later. Click Submit to send your response R S Sy S |

9. Click Ok to complete your submission

demo-psdesign_crm_connect.aveva.com says

Are you sure you want to submit this response?
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10. Your tender submission has been successfully completed

Page 36 of 37

MyCorp

AVEVA™ Contract Risk Management Contractor Portal

AVIVA

Overview Contracts Tenders Prequalifications Opportunities n

Tenders > 100127-T

Training Contractor
Sample Contractor

© The response has been sent successfully.

Training Example Tender (EXAMPLEQO1)

Tender - 100127-T

Tender Details

Tender Training Example Tender (EXAMPLEQO1)
Tender reference 100127-T
Description

Outstanding Tasks (2)
Tasks to complete

1. "You must respond to this request by 24.02.2022"- You must respond to this by: 24 Feb 2022, 17:30:00 (UTC)

2. ‘Tender Pack - Please view this communication™ You must respond to this by: 22 Feb 2022, 17:30:00 (UTC)

New Alerts (0)

Details Messages

View Details
View Details

11. You can view your submission documents at any time from the ‘Tender History’ area of the

‘Tender Summary’ page as shown in the image below. If you need to retract your
submission, click the ‘Retract’ button.

AVEVA™ Contract Risk Management Contractor Portal

Overview Contracts Tenders Prequalifications Opportunities n

History (14)

1. *Tender Pack - Please view this communication" - You were sent this at: 16 Feb 2022 14:18:06 (UTC)

2. "You must respond to this request by 24.02.2022" - You were sent this at: 17 Feb 2022 14:55:26 (UTC)

3. “You must respond 1o this request by 03.03.2022" - You were sent this at: 17 Feb 2022 15:03:18 (UTC)

4. "Tender Pack - Please view this communication” - You were resent this at: 17 Feb 2022 15:24:41 (UTC)

5. “Tender Pack - Please view this communication" - You acknowledged this at: 17 Feb 2022 15:42:21 (UTC)

6. "Tender Pack - Please view this communication” - You declined to submit a response at: 17 Feb 2022 15:44:54 (UTC)
7. "Tender Pack - Please view this communication" - You retracted your response at: 17 Feb 2022 15:45:09 (UTC)

8. “You must respond 1o this request by 24.02.2022" - You declined to submit a response at: 17 Feb 2022 15:46:16 (UTC)
9. "You must respond to this request by 03.03.2022" - You acknowledged this at: 17 Feb 2022 16:21:08 (UTC)

10. "You must respond to this request by 24.02.2022" - You retracted your response at: 17 Feb 2022 16:23:54 (UTC)

1. “Tender Pack - Please view this communication” - You were resent this at: 17 Feb 2022 16:49:41 (UTC)

14. "You must respond to this request by 03.03.2022" - You submitted your response at: 18 Feb 2022 10:28:28 (UTC)

Contacts (1)
Users assigned to this tender:

Permission List

1. Training Contractor Change Permissions

Training Contractor
Sample Contractor

Change Contacts
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Note: A Response Submission can be retracted up until the Final Submission Date has
expired. This will enable you to change your response status. If a submission has been
retracted the company will assume that you have made no response to the invitation until

such time as the response is re-submitted.
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