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Introduction

Use this manual to take you through the four simple steps of responding to an eRFx naotice invitation.

When responding to an eRFx Notice you will need to:

e Have downloaded and read the eRFx Notice Documents.
e Know the Tender ID number of the eRFx notice.
e Have all the documents you wish to submit to the Electronic Tender Box(es).

You can use the Back button to go back to previous steps at any time.

eRFx Notice Documentation
eRFx Notice Documentation can be available through a Public eRFx Notice, which you can receive as an
email alert. To receive the alerts you will need to have your profiles selected.

Alternatively, a purchaser may send you a Private Invitation to tender. Both options will allow you to click on
the Download Documents link in the email sent. You can also access the eRFx Notice details and
documents by copying and pasting the eRFx number supplied in the email into the View a Specific Tender
Link on the Dashboard.

' NOTE:

The examples below are for a Private Invitation. To access Private eRFx Notice Documentation, you must
first be invited by the Purchaser via the TenderLink system.

Downloading the eRFx Notice Documents

As a supplier you will have received an email inviting you to respond to the eRFx Natice (Figure 1).

1. Click on Download the Tender Documents for this Notice link within the email, which can be
found under the Options heading.

Friday, 13 May 2011 Account Number : 1987363
Demo Electrical Pty Ltd Looking for more Tenders?
111 Gloucester Street CLICK HERE
SYDNEY NSW 2000

AUSTRALIA

Send me my L ogin Details

Adtention D Emo

Hello D,

The following private tender has been published by BDM Demonstration Site for which you have been invited to respond.

IMPORTANT: To respond to this tender you must first download the documentation by clicking the link shown below under "Options™.

WIRING AND ELECTRICAL PLUS MAINTENANCE OF A WAREHOUSE

This tender is BOM Demonstration wishes to invite suppliers to submit responses for the installation of electrical components / wiring for
CURRENT our newly constructed storage warehouse. This will also include regular maintenance and alterations / upgrades to the
wiring setup over time.
- TenderLink Ref :
BDMDE-502333 - A deposit of AUDS120 (inc. GST if any) is required to accompany any bids submitted for this tender.
- Type of Notice :
Request for Tender

- Region $82.50 GST inclusive
MNew South Wales

- Contract Value :
Under 100,000

@  Closing Daterlime
12/07/2011
5:00 p.m. NSW

BOM Demaonstration Site

Figure 1: An Email Inviting the Supplier to Respond to the Private eRFx Notice.
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Alternatively, log on to the TenderLink.com Notification E-Tendering portal (or TenderLink.com third party
portal, whichever you are registered on).

1. Inthe portals, under the Dashboard menu option, click on All Current Tenders (under the search
tenders heading).

Dashboard
our details search tenders online help
@  Our Company Details @ Al Current Tenders @  Online Help
@  Our User Details @ MNew Search @  Online Manuals
@  Our Current Statement @ View a Specific Tender Number @ Contact Us
@ Online Payments @  Previously Viewed Tenders
@ Search My Profile(s) support
my details @ Resources Page
@ My Profiles tender submissions @ Terms Of Service
@ Search My Profile(s) @ Submit Notice Responses @ Privacy Policy
@  Previously Viewed Tenders @  View Motices Responded To @ Frequently Asked Questions
@ View Tender Forums @® Contact Us
® view Contractor Lists

Figure 2: The Dashboard Screen, All Current Tenders.

2. Click on the eRFx reference number (Figure 3).

The following 2 tender notices are open. If you wish to views tenders by Industry Category | use the "Search Open Tenders" option. Pleaze note that in
order to dovenload tender documerts, or to rezpond to an electronic tenders how, this iz only svailsble to registered suppliers inoour system.

RFx Ho. Summary Closing
EOMDE-S03019  Test Forum Setup OSO72011 800 a.m. HEW
EIDMDE-SQ2983 wWhiring and Electrical plus Maintenance of aWarehouse 130752011 5:00 pom. BREW

Figure 2a: The All Current Tenders Screen.

OR subscribers to https://www.tenderlink.com/natification/index.html can log into their account.

3. Click on the link View a Specific Tender Number from the dashboard screen.

4. Enter the eRFx Notice number provided on the tender natification email.

Dashboard

our details search tenders online help
@®  Our Company Details @ Online Help
@  OurUser

@  Our Showcase Details
@  Our Cument Subscriptions
@® Ourl atement
@  Online Payments tender submigsions
@  Submit Notice Responses
my details @ View Notic d To

Privacy Policy

Frequently Asked Questions

Contact Us

Figure 3: The Dashboard Screen, View a Specific Tender number.

5. This will take you to the Details for Notice Screen for the eRFx Notice (Figure 4).

TENDERLINK


https://www.tenderlink.com/notification/index.html

Supplier Response | 5

6. Under the Options heading click the link Download the Tender Documents. This will take you to
the Download Authorisation for Tender screen (Figure 5).

Details For Notice #BDMDE-502983
WIRING AND ELECTRICAL PLUS MAINTENANCE OF A WAREHOUSE

e BOh Demonstration wishes to invite suppliers to submit responzes for the installstion of electrical
CURRENT components £ wiring for our nesely constructed storage wearehouse. This will alzo include regular

maintenance and afterations fupgrades to the wiring setup over time.
- TenderLink Ref :

BLOMWDE-S02023
- Type of Motice @
Request for Tender

- & depost of LEEFTR0 (inc. GSTif any) is regquieed to accompany any bids submitted for this

- Region :
Mews South Wales
- Contract Yalue :
Under 100,000

Options :
| Download the tender documents for this notice - Mo charge
- Request the physical documents that are not available online @
- Post guestions or comments to the online forum for this tender @

ﬁ Closing DateTime - Wiesw contractor contact details @)
et P - Thiz tender haz an Electronic Tender Box available @)
S:00 p.m. NS

- Meed Aszzistance in Wiiting Tender Responzes?
- Upcoming TenderLink Workshops
Erirt this tender notice

You have already responded Yes to the tenderer, wou can change your decizion by clicking either of
the options below:

lintend to respond

do MOT intend to respand

BLM Demonstration Site

Figure 4: Details for Notice Screen.

7. Click in the box in the Download Authorisation screen (Figure 5) to agree to the Terms of Service.

8. Click Request Documents to continue.

9. If the purchaser has decided to allow other registered users to view the supplier details you will also

need to check a second box to agree that your contact details can be made available. This is the
contractors list (Figure 5).

Download Authorisation for Tender #BDMDE-502983

Before being able to downlosd these documents you must first agree to our Terms of Service - in particular Clause 7.0 (to view click here). Once you
have agreed to these condtions, click "Reguest Documents" to obtain the tender documents.

| acknowledge that | have read, understood and hereby sgree to the Terms of Service of TenderLink.com

In dovenlosding this document | hereby agree that my contact detailsz can be made availsble to other registered uzers who express an interest in
providing subcontractor inputs to this tender .

=t Documents

Figure 5: Requesting the eRFx Notice Documents.

Document Fee

The purchaser may wish to charge a fee for the download of the eRFx notice documents, (AUD $82.50 in
this example. Figure 7). If this is the case:

1. Click OK and you will be taken to a secure Payments Options screen (Figure 7).

2. Enter your Card Number, Expiry Date, Name on Card, Security Code and an order number (if you
require one).

TENDERLINK
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Figure 6: A Charge for Downloading Documents.

3. Click on Make Online Payment button to complete the transaction.

4. A payment accepted message will appear to confirm your payment (Figure 8).

Online Payments (Prices are shown in AUDE)

The following iz a summary of vour organizations current and overdue invoices.

Current Invoices
0
30.00

Overdue Invoices
0
0.00

Humber
Amount Owing

@ | wish to pay off all our invoices
© I wish to pay off only our overdue invoices

) 1 wish to pay off a selection of our invoices

Card Humber [ XHOKXXXXHXXKXXX | Total Amount 82.50
Card Expiry 11 + 2012 -
Hamie On Card | J Bloom |

Card Security Code

I

Make Payment Mow

security of your transaction, your |P address (203.57.207.132) will be logged.

& v ]

WARMING: We take credit card fraud serioushy. In order to combat use of fradulent credit card information, and to ensure the

SECURED BY

Warr,

AUD

Figure 7: The Payment Options Screen.

5. Click OK.

“our online paymert vwas accepted.

Figure 8: Payment Confirmation.
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Download Documents

1. Inthe Download Documents screen (Figure 9) click on the Download Documents link to
download the eRFx Notice Documents.

Download Documents for Notice #BDMDE-502983

The documents showing below are available for downlosd. Should any future addendum notices be izsued, these will be notified to you automatically
once you have dovwnloaded the original document stion.

The file you dovwnload is a zip file (448 kb)) containing the following tender documerts:

® ERFx_Pricing pof
® FRFx_Specifications pdf

If for any resson you have difficulty downloading these documents, please contact our Customer Services staff. Akernatively, wou may download the
documents at any time without incurring sdditional fees (if document fees are payable)

To proceed, please click "Dowenload Documents" below,

HOTE :

The Purchaser, BOM Demonstration Site, have indicated that further documerntstion is awailable "offline” that could not be included with the "online”
documentstion showing above,

once you have dovwnloaded the documents, please click "Request physical Documents" and this will automatically notify the Purchaser wwho will send
the "offling” documents to you via post shorly.

Download Documents - @ Reguest Physical Documents Make Submission Contractor List

Figure 9: The Download Documents Screen.

2. You will be prompted to save (or open) the Zip file to your computer.

Message from webpage @

. IMPORTANT : ¥You will now be shown a download window, to
__I; download the tender documents,
Please choose Save, to save the file to your own computer before trying
to extract and view its contents,

Figure 10: Important Download Note.

3. Click OK (Figure 10).

Further Options on the Tender Details Screen

The Tender Details screen (Figure 4) has a list of actions available as links under the Options
heading.

Requesting Physical Documents:

If there are physical documents that need to be obtained, you can request these via the document
downloads screen.

1. Click on the Request Physical Documents button (Figure 9).
2. This will bring up the Physical Documents for Tender screen(Figure 11).

3. Ensure your address and phone number are correctly entered into the ‘Your Physical Address’
fields.

TENDERLINK
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4. Click on the Request Physical Documents button (Figure 10).

Physical Documents for Tender #BDMDE-502983

The purchaser, BOM Demonstration Site, have indicated that this tender has physical tender documentation svailable that could not be included with any
online tender documerts. Thiz normally evertustes when large plans, scale drawings etc are too large in either paper or electronic file size.

If you would like these documerts to be forswarded to you by BOM Demonstration Site, please enter & physical address and click "Reguest Physical
Diocumerts" beloww.

Your Organisations Address Your Physical Address
Demo Electrical Py Ltd Physical Address : Derno Electrical Pty Ltd
111 Gloucester Street 111 Gloucester Street
SYDMEY NI 2000 SYDMEY WEWY 2000
AUSTRALIA ALISTRALIA

Ph: 9939 5151

Post Code : 2000
Phone Humber : 9539 5181

Figure 11: Request Physical Documents screen.

The email requesting physical documents hasz novw been sent,

5. An alert screen will confirm that the documentation is being sent out to you.

Contractors List:

If the Contractors List link is available in the Details for Notice screen (Figure 4), you can view a list of
suppliers (Figure 12) who have downloaded the eRFx Notice Documents, or have registered their interest.

1. Click on the link Contractors List (Figure 12).

2. Click the Print button to print the list. Note that the list is continuously updated as additional users
download the documents.

Contractors List
HBOMDE-502983 - Wiring and Electrical plus Mail of a Wareh

The following registered users have downloaded the tender documents or registered their interest for this tender. In doing =0, they have agreed to make
their cortact details known to subcontractars who may wish to supply goods or services ta them in the fulfiltment of this tender.

Company Hame/Address Downloaded By Email Address Phone Downloaded

Demn Electrical Pty Lid [ Emo DemorgEtenderlink com 9539 5181 v
111 Gloucester Street

SYDMEY MW 2000

AUSTRALIA

Thiz list iz continually updated as additional users download the tender documents.
Print

Figure 12: Contractors List Screen.

TENDERLINK
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This Tender Has an Electronic Tender Box Available

Clicking on this link will take you through the four-step process outlined in this manual in the Submissions
section.

Post Questions or Comments to the Online Forum for This Tender

Click this link to go to the forum posting screen. See the Eorums section for more details.

Upcoming TenderLink Workshops

Click on Upcoming TenderLink Workshops to go to the Tendering For Success Seminars and Workshops
page and view upcoming events.

Print This Tender Notice

Clicking on Print this Tender Notice will bring up your computers printing screen, enabling you to print the
Tender Details.

Complete the Online Response Form to Respond to This Tender

For detailed instructions on submitting your response via the Online Response Form please refer to the
Tender- Link Documentation: ‘Evaluation For Suppliers: Responding to Tenders Via Online Response
Form .

View Support Options for this Tender Notice

Clicking this link will display the options available for finding out more information about the eRFx Notice.
These include a link to the Online Forum (for all enquiries relating to the eRFx Notice) and the email address
and phone numbers of TenderLink’s Technical Support team.

Need Assistance in Writing Tender Responses?

Clicking on Need Assistance in Writing Tender Responses? Will display a screen with links to
experienced tender writers in Australia and New Zealand. TenderLink is not associated in any
way with these service providers.

TENDERLINK
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Intention to Respond

A purchaser may select to send an Intention to Respond email. This is typically sent out for private (select)
eRFx notices. The purchaser sets how many days after the supplier has downloaded the documents that the
Intention to Respond emails are sent.

1.

2.

Click on the ‘I Intend to Respond’ to let the purchaser know that you will be making a submission.

Click on the ‘1 do NOT intend to Respond, if you are not going to be making a submission.

Intention to Respond - BEDM Demonstration
Site - TENDER[EDMDE-502983]

BDM Demonstration Site
E-Tendering System

----TE ST SERVER ----

Monday, 16 May 2011

Demo Electrical Pty Ltd
111 Gloucester Street
SYDNEY NSV 2000
AUSTRALIA

Aftention D Emo

Hello D,

BDM Demenztration Site requires you to indicate if you intend to rezpond to this invitation. Pleaze indicate by clicking either of the optionz below:

» | intend to respond

Contact : TenderLink Demonstration
Phone : 1800 233 533
Email : demoi@tenderiink.com

WIRING AND ELECTRICAL PLUS MAINTENANCE OF A VWAREHOUSE

This tender is
CURRENT

Account Number : 1987363

Looking for more Tenders?
CLICK HERE

Send me my Login Details

= | do NOT intend to respond

BDM Demenstration wishes to invite suppliers to =ubmit rezponses for the inztallation of electrical components / wiring for our
newly constructed storage warehouse. This wil alzo include regular maintenance and alterations / upgrades to the wiring setup

ower time.
- TenderLink Ref :

BDMDE-502882 - A deposit of AUDS120 (inc. GST if any) iz required to accompany any bids submitted for this tender.
- Type of Notice :
Request for Tender ﬂ Options @
- Region : L wnload the tender documents for this notice - Mo charge
Mew South Wales
- Contract Value :
Under 100,000

ﬁ Closing Date/Time
12/07/2011
5:00 p.m. MSW

BDM Demaonstration Site

Sincerehy

Customer Services

BDM Demonstration Site
test tenderlink. com/bdm

Figure 13: Intention to Respond Email.

3. Once you have selected your option, this will be reflected in the Details of Notice screen (Figure 4).

You can change your selection by clicking on the button on the screen, or within the email that is
sent out.

Forums

An online forum is an online discussion page where purchasers and suppliers can hold conversations in the
form of posted messages. A supplier asks a question and the purchaser can respond. The question is not
visible to other suppliers until the purchaser has responded to the question.

TENDERLINK
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Viewing an online forum
1. Inthe Dashboard click on All Open Tenders (under the Search Tenders heading).

2. If an online forum has been established for an eRFx Notice by the purchaser, there will be a link in
the eRFx notice details (also contained within the email sent to you).

3. Click on the eRFx Notice ID to view the notice details.

4. Click on Post Questions or Comments to the Online Forum for this Tender (Figure 14) to go to
the forum.

Details For Notice #BDMDE-502983
WIRING AND ELECTRICAL PLUS MAINTENANCE OF & WAREHOUSE

T BOhd Demonstration wishes to invite suppliers to submit responses for the installation of electrical
CURRENT components £ wiring for our neswly constructed storage warehouse. This will also include regular
maintenance and aterations Jupgrades to the wiring setup over time.
- TenderLink Ref :

BOMDE-502053 - & deposit of AUDF120 (inc. GSTif any) iz required to accompany any bids submitted for this

- Type of Notice : tender.

Request for Tender
- Region : ﬁ Options :

Mew South Wfales | Download the tender documents for this notice - Mo charge
- Contract Yalue : - Request the physical documents that are not availshle onling g

Under 100,000 - Post questions or comments to the online forum for this tepder

ﬂ Closing Date/Time - Wiewy contractor contact detailz @)
130772011

+ This tender has an Electronic Tender Box available @)
S:00 pom. HEW

- Meed Assistance in Writing Tender Responses?
- Upcoming TenderLink Workshops
- Prirt this tender notice

ou have already responded Yes to the tenderer, wou can change vour decizion by clicking either of
the options below:

| do MOT intend to respond

| intend to respond

BLM Demonstration Site

Figure 14: Navigation to Forum.

5. Alternatively you can click on View Tender Forums from the Dashboard screen (Figure 15).

Dashboard
our details search tenders online help
@ Our Company Details @  all Current Tenders ®  Online Help
@&  Our User Details @&  MNew Search @  Online Manuals
@  Our Current Statement ® View a Specific Tender Number @  Contact Us
@  Online Payments @  Previously Viewed Tenders
@ Search My Profile(s) support
my details @ Resources Page
@ My Profiles tender submissions @ Help Desk
@  Search My Profile(s) &  Submit Notice Responses @ Terms Of Service
@  Previously Viewed Tenders @  view Notices Responded To @ Privacy Policy
@ View Tender Forums & Frequently Asked Questions
@ \iew Contractor Lists @ Contact Us

Figure 15: Navigation to Forum on the Dashboard.
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6. Enter eRFx tender reference into the search field, or click List Tender Forums, to select eRFx
Tender Notice (Figure 16).

Tender Forums

If you know the RFx number for the forum you wish to view, please enter the number in the box below.
If you do not know the number, click the "List Tender Forums" button, which will list all available forums to you.

The RFx number iz not case sensitive.

RFx Number:

|| Go I List Tender Forums

Figure 16: Select Forum for specific eRFx Tender Notice.

7. Once you have selected the eRFx Tender Notice, read and agree to the E-
Tendering Forum Code of Conduct (Figure 17).

8. Click on the ‘l agree to this Code of Conduct’ button to continue to the forum
(Figure 17).

E-Tendering Forum - Code of Conduct

The following is the Code of Conduct (COC) for this forum. |t iz important that members are aware that this Code of Conduct exists. Please also note
that we reserve the right to update and modify this CoC - without notice - &t the discretion of administrative staff.

Thiz forum iz provided to you as part of your registration as & supplier or purchaser and is merely a guestion and answer facilty to enable
purchasers to respond to suppliers requests for clarification on tenders published inthe system, or for suppliers to communicate with each ather.

THIS FORUM IS MOT MODERATED and therefore we ask that you uze the forum for ts intended purpose. | is & business forum and should be uzed in
accordance with normal business-to-husiness etiquette.

Please do not:

. ldentify your personal name or buziness name in this forum

. Usze profanity or inappropriste language

. Postillegal material

. Make posts that seek to offend directly or purpozefully dizrezpect individual members of this community | especially through flaming, baiting, o

personal abuse.

5. SPAM: which in thiz instance is defined as members seen to primarily serve the purpose of promoting specific services, products, or
wehzites, either their owen, or of another party. NOTE: Suggesting suppliers or products iz acceptable provided that it is specific to the tender
in wvhich the forum posts apply. Cortinual posting of website or email addresses or reference to products and services through generic
piosting 15 HOT acceptable.

6. Make posts which seek to attack the legal rights of any individual member, such as but not limited to defamation, harassment, andfor the

izzuing of threats

RN

IMPORTANT
Continual abuse of the forum may result in your subscription or membership being withdrawn.

Figure 17: E-Tendering Forum - Code of Conduct screen.
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Forum - Tender #BDMDE-502983 Forum Code of Conduct

Report Forum A
Tender #BDMDE-502983 - Wiring and Electrical plus Maint of a Wareh EROLERCEATERIUSS

The followving postings have been made to this forum, with the most recent appearing at the top.
Hote : The last date for clarification on any izzues relating tothiz tender iz 110752011 - 4:00 pam. NS

Total Mumber of Questions Posted: 1

Question/Comment Replies Views Last Rephy
= Povveer DWIFING £ Plug Grades for the Warehouse Total: 1 2 23052011 - 11:31 am. =0
. Fosted 23052011 - 11:30 a.m. Supplier: u]
Purchaser: 1

Post a new question Show notice

Figure 18: Forum screen.

9. Click on the forum question subject under the Question/Comment heading, or the
“notice board” icon to view the question and its replies.

10. You can also click on the icon to the right of the Last Reply heading. Holding the mouse
over the icon will display the last reply.

Forum Thread - Power /Wiring / Plug Grades for the Warehouse Forum Code of Conduct
Report Forum Abuse

Rephy | Comments
S lw| Posted : Power /Wiring / Plug Grades for the Warehouse
el 2030 sy Hi, are you warting the wiring =etup of & regular business § househald, or do you need some higher
capability outlets eg. amp sockets ete.
7 % Posted bythe Purchaser W are only after regular 240 volt supply at this stage, thank you.
T zamsa0 -1 am. & 4 i 2 !

Hote : The last day for clarification on any issues relsting to this tender is 110702011 - 400 pom. WS

Return to original post FPost a new reply

Figure 19: Forum Thread.

11. Click on the Return to Original Post button to go back to the list of forum questions (Figure 19).

' NOTE:

You can view the eRFx notice details and options again by clicking on the Show Notice button
(Figure 18). Click on the forum question subject under the Question/Comment heading, or the
“notice board” icon to view the question and its replies.

TENDERLINK
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Posting a Question to the Forum

1. Click on the Post a New Question button in the forum screen (Figure 20).

Forum - Tender #BDMDE-502983 Forum Code of Conduct
Tender #BDMDE-5029383 - Wiring and Electrical plus Maintenance of a Warehouse Repart Farum Akuse
The followving postings have been made to this forum, with the most recent appearing &t the top.

Hote : The last date for clarification on any izsues relating to this tender iz 11072011 - 4:00 pm. NS

Total Mumber of Guestions Posted: 1

Question/Comment

Replies Views Last Reply
. Povver Hiring £ Pluy Grades for the Warehouse Total: 1 3 23052011 -11:31 am. =0
') Posted 22m52011 - 1130 am. Supplier: o
Purchaser: 1

Fost a new guestion

Figure 20: Post a forum question.

In the New Posting screen (Figure 21) type a subject for your question into the Subject
field.

3. Then type your question into the Question / Comment to Add field.

Click on the >> Add Posting button to add your question to the forum (Figure 21).

Forum - New Posting
Your pozting will be added to the forum Tender YBDMDE-502983
Please complete the following details:

Subject :
Question / Comment to Add :

Type the Subject of Your Guestion Here,
Type your guestion here...

Figure 21: Add posting.

Click on OK to confirm your posting. Your details will not be displayed in the forum.

Your gquestion or comment swill now be posted to the forum.
Please Maote: This can be seen by all suppliers registered in the system whao views this tender .

Do you weart to proceed?

[ OK " ] ’ Cancel
L7

Figure 22: Confirm posting.

TENDERLINK
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Forum - Tender #BDMDE-502983 Forum Code of Conduct

Report Forum Abuse
Tender #BDMDE-502983 - Wiring and Electrical plus Maintenance of a Warehouse o

The follovwing postings have been made to thiz forum, with the most recent appearing at the top.
Hote : The last date for clarification on any izsues relating to this tender is 110772001 - 4:00 p.am. MW

Total Mumber of Questions Posted: 2

Question'Comment Replies Wiews Last Rephy
=i Type the Subject of Your Guestion Here. Total: 1] o Mo replies yet
S Posted 2405/2011 - 7:40 a.m. Supplier: 0
Purchazer: 0
X Poeever £0irNg f Plug Grades for the YWarehouse Total: 1 3 230552011 - 11:31 am. =0
|| Posted 23052011 - 11:30 am. Supplier: 1]
Purchazer: 1

Figure 23: Question Posted.

Print Forum

1. Click the Print button (Figure 23) to print all questions / comments and replies for this tender forum.

Forum : Wiring and Electrical plus Maintenance of a Warehouse [BDMDE-502983]

Questions and Responses

1. Power/Wiring / Plug Grades for the Warehouse 23/05/2011 - 11:30
a.m.

Hi, are you wanting the wiring setup of a regular business / household, or do you need some higher capability outlets eg. amp

sockets efc.
®  We are only after regular 240 volt supply at this stage, thank you. 23/05/2011 - 11:31
am.
2. Type the Subject of Your Question Here. 24/05/2011 - 7:40
am.

Type your question here...

Figure 24: Forum questions and responses printed.

TENDERLINK



Supplier Response | 16
Submit Your Submission to an Electronic Tender Box
Use this manual to take you through the four simple steps of responding to an eRFx naotice invitation.

1. Inthe Dashboard screen under the Tender Submissions heading, click on Submit Notice
Responses (Figure 25).

Dashboard
our details search tenders online help
@  Our Company Details @ @®  Online Help
@  Our User Details (] (o] Online Manuals
@®  Our Showcase Details o] @  Contact Us
[©] @
@  Our Current Statement
@  Online Payments tender submissions

@  Submit Notice Responses

@ View Mofices Responded To Temms & Condifions

Frequently Asked Questions

@
@
[©]
@ Privacy Policy
@
@

Contact Us

iew Tender Forums

E1
wWiew Coniractor Lists

Figure 25: Select Make a Submission on the Dashboard.

2. Select the eRFx Notice you wish to make your submission to by clicking on the eRFx Notice ID.
Alternatively, enter the eRFx Notice ID into the search field and click Go (Figure 26).

3. You will be taken through the four-step process, with the fourth step (uploading files to the ETBs)
now called Update Submission (Figure 3).

eRFx ID

-
ENERGY-370974

NEWAIR-G36405

LEOL-E47331 Enter a Tender ID |a

NETMSW-555451

TAMW-ES5545

Figure 26: Select eRFx Notice to Make a Submission to.

Step 1: Information

The information screen (Figure 27) displays:

¢ Information about submitting files to the eRFx Notice.

e Approximate upload times for files of 10 MB/100 MB in size, dependent on your upload speed. This
enables you to ensure you will have enough time to get your documents uploaded to the Electronic
Tender Box(es) (ETBs) before the closing time.

e Click Next to go to step two - the Confirm step.

TENDERLINK
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Online Submission for Tender #BDMDE-502983 O Tender Closes In
51 days 8 brs 31 minz 38 secs
IMPORTANT
Please ensure you give yourself enough time to complete your submission. To start preparing your submission click the "Hext™ button located st the
hottom of this page.

The disgram below ilustrates average times to upload & 10 MB file and & 100 MB file using wvarious internet upload speeds.

SIFE
10 MB 100 MB
56 Kh 25 minwtes 4 hours and 10 minutes
g B4 Kh 21 mintes 3 hours and 40 minutes
E 128 Kh 10 minutes 1 hour and 43 minutes
O 256 Kb 5 minutes 52 minutes
1.5 Mbps 1 minute 10 minutes

Upload time depends on two things:
®* The size of your file
® o internet upload speed

Dizclaimer: Thiz iz & guide only. | is by no means definitive. These times can vary significantly depending on your actual internet speed at the time of
upload.,

Bgree to Terms d. Make Subrm M

Figure 27: Online Submission step 1 — Information

Step 2: Confirm

Review the information about the eRFx Notice in the Confirm screen (Figure 286) to ensure that this is the
notice you wish to make a submission to. This screen displays:

e Thetender ID

*  The number of ETBs

e The region

e Closing date and time

e Contract value (if available)

» Purchaser’s description of the goods/services required

Online Submission for Tender #BDMDE-502983 © Tender Closes In
51 days § hr= 30 ming 2 secs

This tender has 2 electronic tender boxes.
At least one file must be uploaded to each tender boxes to complete your submission.

Please confirm thiz is the tender you wizh to make a submizsion to, then click "Hext".

WIRING AND ELECTRICAL PLUS MAINTEMANCE OF & WAREHOUSE

e e BOt Demonstration wishes to invite suppliers to submit responses for the installation of electrical
CURRENT components J wiring for our neswly constructed storage warehouze. This will alzo include regular

maintenance and aterations /upgrades to the wiring setup owver time.
- TenderLink Ref @

BDMDE-G0Z2223
- Type of Notice
Request for Tender

- A& deposit of AUDE120 (inc. GSTif any) is required to accompany any hids submitted for this tender.

- Region :
Mew South Wales
- Contract %alue :
Under 100,000

ﬂ Clozing DatesTime
1B0F 2011

S:00 p.om. NS

BLM Demanstration Site

Figure 28: Online Submission step 2 — Confirm.

TENDERLINK



1. Click Next to go to Step 3, the Agree to Terms step.

Step 3: Agree to Terms

Supplier Response | 18

2. If the tender is a public tender, tick the box in the Agree to Terms screen (Figure 29), to agree to
your company details being made public once the tender has closed.

3. Tick the box to agree to the TenderLink Terms of Service. The Terms of Service can be viewed by
clicking on the word here in the last sentence (or under Support in the Dashboard menu).

4. Click Next to go Step 4, the Make Submission step.

Online Submission for Tender #BDMDE-502983

Before you can make & submission to this notice, please agree to the terms of zervice and click "Hext".

| understand that my company details will be made public once the tender has clozed.
(Specific details of your submission will not be released, atthough the purchaser may choose to make public
the bid amount.)

| acknowledge that | have read, understood and hereby agree to the Terms of Service of TenderLink.com
- in particular Clause 8.0 (to view click here).

3. dgree to Terms ) B G ate

4. Information il 2. Confirm

©

Tender Closes In

51 days 8 br= 28 mins 52 =ecs

Figure 29: Online Submission step 3 - Agree to Terms.

Step 4: Make Submission

Uploading Files to the Electronic Tender Box

5. There may be one or more ETBs for a tender.

6. The example below shows that each has a separate tab within this screen the eRFx Pricing & eRFx

Specification tabs (Figure 30).

7. Click on the tab to select the desired ETB, and then click on Browse to locate the file to be uploaded

from your computer.

TENDERLINK
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Online Submission for Tender #BDMDE-502983

Please ensure at least one file is submitted to each of the tender boxes shown below. If vou have previously uploaded file(s) for this
tender, any files with the same name az one already in the tender box will be overwritten. The maximum length of & file name should not exceed 100
characters or it wil be shortened.
Tip : To upload multiple files it may be easier to zip your files first as the option below only enables you to transfer one file &t a time.

ERFx Pricing || ERFx Specifications

Upload files to this Electronic Tender Box [ERFx Pricing]

Broweze for a file from wour computer then click the "Upload File" button.

& Upload File |

I Brovwse.., |

u}

Once you have finished uploading your files you must click the Make Submizsion button below

W € Make Submission )

You have transferred O files to the server:

Hote : If vwou are having trouble uploading your files, we recommend adding tenderlink com to vour Trusted Sites zone.

1. Information B2, 3. Agree 4. Make Subrissiol

Figure 30: Online Submission step 4 - Make Submission.

8. Select the file to be uploaded and click on Open.

File Upload

Laak jr: |E}EHFK Docs V| 2 2 B -

. ERFx_specifications, pdf

My Recent
Documents

€

Deskiop

WS

My Documents

J Com

File name: |EHFx_F'ricing. pdf

=
el
1 B
=
=]
=
1]

|
My Metwork | Fllssoftype: [ 4l Files v| [ cancel |

Figure 31: Select document to upload.

Click on Upload File (Figure 30). You can upload more than one file per ETB, just repeat this

process.

TENDERLINK
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Online Submission for Tender #BDMDE-502983

Please ensure at least one file is submitted to each of the tender boxes shown below. If vou have previously uploaded file(=) for this
tender, any files with the same name as one already in the tender box will be overwritten. The maximum length of a file name should not excesd 100
characters or it will he shortened.

Tip: To upload muttiple files it may be easier to zip your files first as the option below only enables you to transfer one file at a time.

ERFx Pricing || ERFx Specifications

Upload files to thig Electronic Tender Box [ERFx Pricing]

Browv=e for & file from your computer then click the "Upload File" button.

CADocuments and SettingslmeganlDesktopIERFxDocs‘tEF[ Browse... ] [-t Upload FI|BJ
X

Once you have finizhed uploading your files you must click the Make Submizsion button belowe

W | €y Make Submission |

wou have transferred O files to the server:

Hote : If you are having trouble uploading your files, we recommend adding tenderlink .com to your Trusted Sites zone.

1. Infarmation

3. Bgree to Terms d. Make Subrnission

Figure 32: Upload file.

10. Files will be listed under the “You have Transferred X Files to the Server’ heading, once upload is

complete (figure 33).

Online Submission for Tender #BDMDE-502983

Please ensure at least one file is submitted to each of the tender boxes shown below. If you have previously uploaded file(s) far thiz
tender, any files with the same name a= one alreacly in the tender box will be overwritten. The meximum length of & file name should not exceesd 100
characters ar it will be shortened.

Tip : To upload muttiple files t may be easier to zip your files first as the option belove only enables you to transfer one file at a time.

ERFz Pricing | ERFx Specifications

Upload files to this Electronic Tender Box [ERFx Specifications]

Browyze far & file from your computer then click the "Upload File" button.

l Browse... ] [_! Upload File ]
Once you have finizhed uploading vour files you must click the Make Submizsion button below:

I l &7 Make Submission ]

“wow have transferred 1 file tothe server

1: erfi_specifications.pdf [Remove]

Hote : If you are having trouble uploading your files, we recommend adding tendetlink .com to wour Trusted Sites zone

1. Imformati on

2. Agree to Terms 4. Make Submission

Figure 33: File uploaded ready to make submission.

11. You can click on [remove] (next to the transferred files’ names) if you wish to delete any of your
uploaded files (also see the Updating Your Submission section).

TENDERLINK
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I NOTE:

When updating, the [remove] button will only appear next to files if you have at least two files uploaded, as a
current submission must always have at least one file in each ETB.

12. When you have uploaded at least one file to each ETB click on the Make Submission button (you
cannot make a submission without at least one file uploaded to each ETB).

Thiz will nowy make & submizsion with the files vou have tranzferred.
Are you sure you have uploaded all files for this submissions?

Do you vweant to continue?

| o ;‘| ’ Cancel ]

Figure 34: Confirm submission.

13. Click on OK to confirm your submission.
14. You must click on Make Submission before the close time of the eRFx Notice. If you have uploaded

your files, but have not clicked the Make Submission button before the closing time, your eRFx
response will not be accepted.

15. You will then be sent a Receipt of Submission (Figure 35) in an email, listing the submission
details.

TENDERLINK
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Receipt of Submission for TENDER BDM Demonstration Site
[BDMDE-502983] E-Tendering System
| ----TEST SERVER ----
Wonday, 23 May 2011 Account Number : 1987363
Demo Electrical Pty Ltd Looking for more Tenders?
111 Gloucester Street CLICK HERE
SYDONEY NSW 2000
AUSTRALIA
Send me my Login Details

Attention O Emo
Hello D,
Thiz iz an automated mez=age from BOM Demonstration Site

Hotice Type: Request for Tender

TenderLink Ref Number ; BDMDE-502983

Closing Date/Time : 13072011 - 5:00 p.m. NSW

Summary : Wiring and Electrical plus Maintenance of a Warehouse

For: BOM Demonstration Site

SUBMISSION DETAILS :

The following submission was made to the tender box ERFx Pricing :

Submission Made : 2305/2011 - 8:37 a.m. (NSW)
Files Submitted : erfx_pricing.pdf
Status : Lodged in Tender Box

The following =ubmission was made to the tender box ERFx Specifications :

Submission Made : 23/05/2011 - 8:38 a.m. (NSW)
Files Submitted : erfx_specifications.pdf
Status : Lodged in Tender Box

Submission of your tender has been time and date stamped as above. Once the tender has closed, the procuring party (Purchaser) will access
the Electronic Tender Box to retrieve your submizsion file.

Have a nice day!

Sincerehy

Customer Services

BOM Demonstration Site
test tenderlink.com/bdm

Figure 35: Receipt of Submission email.

Updating Your Submission

1. In the Dashboard screen under the Tender Submissions heading, click on View Tenders
Responded To.

our details search tenders online help
@ Our Company Details @ Al Current Tenders @  Online Help
@  Our User Details @ MNew Search @  Online Manuals
@  Our Current Statement @ Wiew a Specific Tender Number ® Contact Us
@ Online Payments @  Previously Viewed Tenders

@ Search My Profile(s) support
my details @ Resources Page
® My Profiles tender submissions @ Help Desk
@ Search My Profile(s) @ Submit Notice Responses @ Terms Of Service
@  Previously Viewed Tenders @ View Notices Responded To @ Privacy Policy
@ iew Tender Forums @ Frequently Asked Questions
@ View Contractor Lists @ Contact Us

Figure 36: The Dashboard Screen.

TENDERLINK
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2. Select the eRFx Notice you wish to update your submission for by checking the adjacent radio
button and then click on the Update Submission button (Figure 37). This will allow you to add,
overwrite and/or delete files from your submission.

Online Submissions

Tenders that have had & submission made within the last B months are shown belowe. You can remove of update submissions by clicking the inks belowe
providing the tender is still current.

eRFx Time and Date Stamped Closing Date - Time Submission Made Trail

Wiring and Electrical plus Mair of a Wareh
(%) BCMDE-302953 230302011 - 5:39 am. N3V 13072011 - 500 pum. MSW

v [igen]

Remuove Submission Update Submission

Figure 37: Online Submissions screen.

3. You will be taken through the four-step process again, with the fourth step (uploading files to the
ETBs) now called Update Submission (Figure 38).

ERFx Pricing | ERFx Specifications

Upload files to this Electronic Tender Box [ERFx Pricing]

Brovweze for & file from your computer then click the "Upload File" button.

Browse.. ] L;. Upload File]

Click here when you have finished updating your submizsion to receive a confirmation email.

o currently have 2 files in your submizsion

1: erfx_pricing.pdf [remove]
2 erfx_pricing_new.pdf [remove]

Hote : If vou are having trouble uploading your files we recammend addinn tenderlink com o vour Trusted Sites zone.

1. Irformation @ 2. Corfirm

3. dgree to Termsz 4. Update Submizsion

Figure 38: Update Submission screen.

Removing Your Submission

You may decide that you wish to withdraw your submission to an eRFx Notice.

1. To remove your submission, check the radio button to the left of that eRFx Notice in the
Online Submissions screen (Figure 37).

2. Click on Remove Submission. You will be taken to the Withdraw Tender Submission
screen (Figure 39).

Check that the Tender ID number is correct and then click on the Remove My Submission button.

TENDERLINK
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Withdraw Tender Submission

You are about to withdrasw your submission for the follovwing notice :

Tender ID: BOMDE-502983

Tender Summary:

WARMIMG! Selecting this option will remove your submission and completely remove all your files associsted with this submission.

Wiring and Electrical plus Maintenance of & Warehouse

Figure 39: Withdraw Tender Submission screen.

' Warning

Clicking on Remove My Submission will completely remove your submission and all files associated with it.

4,

After removing your submission you will be returned to the Online Submissions screen and ared X
will have appeared next to the eRFx Notice in the Submission Made column.

You will then receive a
Submission Withdrawn
email (Figure 40).

Submission Withdrawn
For Tender : EDMDE-
502983

BDM Demonstration Site
E-Tendering System

=== TE ST SERVER----

Friday, 20 May 2011 Account Number : 1987363

Dremo Electrical Pty Ltd
111 Gloucester Street
SYDNEY NSW 2000
AUSTRALIA

Looking for more Tenders?
CLICK HERE

Send me my Login Details

Attention D Emo
Hello D,

This i an automated adwice from TenderLink.com to confirm that you have withdrawn a submizsion to an Electronic
Tenders Box (ETB).

Tender ID : BDMDE-502583

Tenderer : BOM Demonstration Site

Summary : Wiring and Electrical plus Maintenance of a Warehouse
Closing Date : 1340712011

Closing Time : 5:00 p.m. NSW

Withdrawn By : L Emo

Withdrawn Date and Time : 200052011 - 10:15 a.m.

IMPORTANT:

If you intend to resubmit to the ETB you must do =0 by 5:00 p.m. NSW Please ensure you allow a minimum 1 hour prior to
the cloging time to begin uploading vour file(z) to cur 2ervers. If your 2ubmizsion iz 2till in progrezs when the ETB closes
you will not receive a successful =ubmiz=ion advice and therefore your rezponze wil be automatically rejected.

Sincerely

Customer Services

BDM Demonstration Site
test tenderlink. com/bdm

Figure 40: Submission Withdrawn email.
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Reviewing Your Submission

In the Dashboard screen:

1. Click on ‘View Tenders Responded To’ in order to go to the Online Submissions screen and see if
your submission has been made successfully.

2. Agreen tick under the Submission Made heading means your submission was successful and a
red X means a submission has not been made, was unsuccessful or has been removed.

3. Under the Trail heading, click on [view] to see the Submission Trail (Figure 41).

Online Submissions

Tenders that have had a submizsion made within the last & months are showen below . %ou can remove or update submizsions by clicking the links belo
providing the tender iz =till current.

eRFx Time and Date Stamped Closing Date - Time Submission Made Trail
Wiring and Electrical plus Maintenance of a Warehouse
(& BOMDE-S02953 230502011 - 8:39 a.m. MW 13072011 - 500 pum. WS v [vieg]

Figure 41: View submission trail.

4. This displays the Actions Performed (the files that were uploaded/changed in each ETB) and that
you were sent a confirmation email for that submission.

) BDM Demonstration Site - Submission Trail - Mozilla Firefox |Z]|E|rg|

| m http: | fkest. tenderlink, comfwebapps/jadehttp, diPwebTender&tenderer=2744, 1008mebsession=154991,58320216997662 7 |

Submission Trail - Wiring and Electrical plus Maintenance of a Warehouse (EDMDE-502983)

Files transferred to tenders box :

ERFx Pricing Total Files : 1

@ erfx_pricing pof

ERFx Specifications Total Files : 1

'@ erfx_specifications pdf

Actions performed :

ERFx Pricing
Description User Date
Confirmation Email Sent (Demo@tenderlink com) D Emo 23052011 - 8:39 am.
Tranzferred file (erfx_pricing pdf) D Emo 23052011 - 8:37 am.

ERFx Specifications

Description User Date
Confirmation Email Sert (Demo@tenderlink.com) D Emo 23052011 - 8:38 am.
Tranzferred file (erfx_specifications pdf) O Emo 23052011 - 836 am.

Figure 42: Submission Trail screen.

TENDERLINK
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Submit Your Submission via Online Response Form

Some purchasers request that your submission be made by Online Response Form. This
option will be available in the Tender Details Options list if this is the case.

ﬂ Options :

1 Dow

- Complete the Online Responsze Form to rezpond to thizs Tende)
- Meed Azzistant it

- Upcoming TenderLink YWorkshops

- Prirt this tender notice

- Wiews support options for this tender notice

Figure 43: Online Response Form option.

An Online Response Form is a part of TenderLink’s Evaluation Module and is completed by Suppliers
within the browser. The Response Form will allow you to enter answers to Criteria / Requirements
comprising the specification for a procurement exercise.

For detailed instructions on submitting your response via the Online Response Form please refer to the
TenderLink Documentation - ‘Evaluation For Suppliers: Responding to Tenders Via Online Response
Form .

Located on the Dashboard under the heading Online Help:

1. Click on Online Manuals.

Permissions

Administrator

If a user has Administrator Permissions they may perform all functions related to the tender process, such as
viewing tender details, submitting and editing tender responses. Administrators can also set up users and
assign permissions.

Basic User

If a user has Basic Permissions they may perform all functions related to the tender process, such as submit-
ting and editing tender responses.

Read Only

If a user has Read Only Permissions they cannot perform any functions related to the tender process, such
as viewing tender details, submitting and editing tender responses. They can only view tender details and
responses.

Technical Support:

Phone: 1800 233 533 (Australia)
0800 698 363 (New Zealand)

Email: support@tenderlink.com

TenderLink employees are not able to assist with general enquiries about an eRFx Notice. Use the forum or
any contact details for the purchaser as provided within the tender documentation.

TENDERLINK
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Glossary of Terms

E-Tendering Portal
Electronic tendering web site.

SaaS
Software-as-a-Service.

Supplier
A Supplier or Vendor completes a response to an eRFx Notice.

Purchaser
A Purchaser completes an eRFx Notice to obtain responses for a tender.

Electronic Tender Box - ETB
Contains Responses to a tender.

Evaluation Module
Available for Purchasers to use that enables Suppliers to complete a response to an eRFx
Notice, providing answers to criteria / requirements in an online form.

Dashboard
Summarises the options available to you and provides links to these. Also provides links to
resources and your personal / company settings.

ZIP File

The ZIP file format is a data compression format. A ZIP file contains one or more files that
have been compressed, to reduce file size.

TENDERLINK
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