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1/ HOW TO UPDATE
ORGANISATION PROFILE
AND DATA ON THE
ESOURCING PORTAL

________________________________________________________________

3, onsuIt/Upd te Use P ofile
It/Updt e Organisation Profile
of Expertis




Consult/Update User Profile

Ig;Profile data are filled in during the registration process on the
' OECD eSourcing Portal, or during a specific Invitation to tender
i process.

» Click on your name on the top right if you want to modify the
navigation language for the current session

»Click on User Profile to consult, update your Profile data
and/or modify your password

The Quick Links enable you to access your favorite menus with one

click (e.g. Profile). Welcowf John Smith

English
Main Dashboard

User Profile

™
Lol

RFx Open to All = My RFls with Pending = Quick Links
Bidders Responses A . . .
al - Standard Links » Click on Edit to modify your user details (ex: Name, Address
Next .
g 8;::““3’ Closing (i) No RFIs to display Organisation Profile d eta | IS ) the non Save
Date
My RFls
B RFI a _ /2 Modify Password
e — P— My Invitations to = My Invitations to tender
to tender L 14:00 tender with Pending Responses st of Diraciprics User:
28
- _ g User Details
New Messages (last = i) No Invitations to tender found
30 days) Supplier Guide

> Main Menus are available on the left of the screen

= Dashboard

No Unread Messages

> You can access the full list of Invitations to tender in
corresponding Main Menus or find Supplier Guides.

IIII Projects
71| My Organisation

By g -
~B File Sharing

User Management
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Consult/Update Organisation Profile

» Access Menu My Organisation to update organisation details  » Update your Organisation Extended Profile data from the
and manage Areas of Expertise. Extended Profile tab.

» Update your Organisation Profile details from the Registration Extended Profile m
Data tab.
(%)
Bidder Data Status

Current Areas of expertise Extended Profile
Title Document Expiry [
\. Mandatory Optional

PROFILE 18%

File Sharing

Status Summary

» Click on Edit to modify your Organisation details (ex: Address » Click on the Profile Title to open the form

details, Admin account details, ..) » Click on Edit to fulfill / update answers and documents

N oo [T pem— p— > Then Click on Save and Continue

. e R Progress rate is automatically updated for Mandatory and
ai Organisation Name: bidder04 Optional data.

Organisation Details R R
- Please note that current Profile answers will be automatically
8 memNm :':dm:: populated within your pending Qualification Response to an
- e I - Invitation to tender.
Company Regisiration Number 1 It is possible to update them from your Profile section or later |
— | on, directly within the Invitation to tender. (
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Manage Areas of expertise

» Create / Update the list of Goods or Services that your
organisation could provide to the OECD from the Current Areas of
expertise sub tab of Menu My Organisation

Dashboard

ﬂ“ Projects

B> File Sharing
1

Organisation Profile
Current Areas of expertise

s8s User Management

» Click on Add Area o, Expertllse to select activities in tHe OECD

Purchasing Classification Tree.
#4 Categories (selected items: 0)

b gag 01 -INTELLECTUAL SERVICE

-
=]
-

» = 02 - GENERAL SERVICES

[u]
[u]
[u]

=}
o

b D3-IT

=}
o

b g5n 04 - CONFERENCE SERVICE

b gon 05 - PUBLICATION AND COMMUMNICATION

» You can Search Areas within the entire tree by clicking on

| Display Selected Only

> Or Se g.
Text Search field and click on Search.

T Expand All + Collapse All
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Free Text Search plumbing

[‘,,']—J Deselect All

- ﬁ Categories (selected items: 0)

+ = 02 - GENERAL SERVICES

ooo

- |:TE|':| 02016 - WORK/MAINTENANCE

[] @ 02016010S - WORKS PLUMBING

8. Resultsare highlighted

» Select activities by ticking accurate boxes
E‘:T: 02016 - WORK/MAINTENANCE

M 9 020160105 - WORKS PLUMEING
» Click on Confirm Current Selection

OECD’s buyer is automatically notified on any updates made on i
Areas of Expertise. This good practice will increase your E
organisation visibility from OECD Purchasing Central Group i

________________________________________________________________

» For information on your access to the OECD eSourcing Portal
and use, please contact the service:
Tel. 0033 146 095 672
oecd@bravosolution.com
» For information on purchasing procedures, please use the
Messages section available in the Invitation to tender to contact
the Buyer in charge at the OECD
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Manage Contact Users

» Access Menu User Management to Manage Users and
associated User and User Roles within your organisation.

. If you are authorized to create User accounts, you will be able
to view and manage User Rights. Click on View User Rights

ST

28  UserManagement I Manage Users y  Users
User Roles

Default Users
VAT Number

New User

3 View User Rights

Smith Jane has been regisiered as a new User. The login deiails have been sent via email to the following email address: angelique vallin@oecd org
The new User account does not have any Role associated to it. Please review the User Rights of the account in order to grant access to Objects. The account
currently has no access to Objects by default.

Divisions

Address

» Access the Users tab to declare and/or update contacts within
your organisation (e.g. Sales Manager) and click on Create

» Click on Edit on top of the page or on the Edit buttons of each

sections to manage rights on Invitations to tender

|~ Back to List

User: Smith Jane

Division: Division

» Fulfill all mandatory fields* (e.g. Last name, First Name, Email,
User name, ...) and click on Save

Details

User Details | User Rights

User Details
RFls / Invitations to tender [ Edit RFls / Invitations to tender Rights
* Last Name
Visibility of *  .ation to tender Lists No
# First Name

User Tag for Codes

» If you select Yes, the rights will be granted, if you select Yes if
+ Emal I’'m added to the User Rights in the Objet, this specific user will
* Telephone Number be able to access specific Invitations to tender only

The Mobile phone number must start with '+ and contain digits
from 0 to 9

(min & max 15) with no spaces. The first number can not be * Visibility of Invitation to tender Lists
0 Yes, if I'm added to the User Rights list in the Object
* Access Invitation to tender Details L85

[

i automatically sent via email to the contact email address
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" The login details (User ID and temporary password) arei



Manage Contact Users

a.Select the user right “Contact visible to Buyer” to enable OECD | » It is also possible to assign specific rights to users, from the
buyers to see the contact and to enable his selection when ! User Rights of the tab
publishing opportunities. E

________________________________________________________________

5 User Rights on the Portal will grant access to objects and data. It

will define what the user will be authorized to see and/or edit on

I Details
the Portal. By default, the new User does not have any role ,

- First Name

q q q q i User Right
defined on the Portal. You have to review the user rights in order User Detalls | User Rights

to grant him/her access to Invitations to tender.

Srith

User Details

0 User: User Roles Divisions /

> Access the USSTOIEEEAO O IETnOt e anas ) to : R(j:‘m.lnder: User accounts can be updated from the Users tab by :

D vy N—- . clicking on the Contact Last Name: :
manage users and associated roles within your organisation. You : - ) .
can create and/or update specific Roles that can be attached to | * To update account details < Select Users Detail tab !
users. ' * To update rights =» Select User Rights tab |

» Click on Create to create a Role, select the rights assigned to
this Role and click on Save.

»All the specifications of the Role will be automatically assigned
to the user when selecting it in the User Account Details

Role Name

Uszer Guide Role

User ID jane smith
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2/ HOW TO ANSWER
ONLINE INVITATIONS TO
TENDER ON THE
ESOURCING PORTAL

________________________________________________________________________________________

. 9. Access on-line Invitations to tender

' 10. Consult and acknowl dge receipt of Invitations to tender
11, Prepare and publish W

12. Prepare and updat W

' 13. Consult messages

________________________________________________________________________________________




Access on-line Invitations to tender

If you are invited to respond to an Invitation to Tender, you will
receive an email asking you to connect to the OECD eSourcing
Portal: https://oecd.bravosolution.com

» Your dedicated Invitations to Tenders are available directly from
the Main Page of the Portal, under section My invitations to
tender with pending responses, with the corresponding status.

My Invitations to tender with Pending Responses —/

Invitation to
tender Title

Buyer Invitation to tender Response
Organisation Closing Date/Time Status

Bidder User
Guide Upgrade

Mo Response

OECD 14/01/2016 15:00
Prepared

» Click on the [nvitation to tender title to open the object.

= Invitations to Tenders open to all bidders are accessible under
section RFx Open to All Bidders available from the Dashboard of
the Main Page. To display the details of an open invitation to
tender (if you are not directly invited to answer), you’ll need to
click on Express Interest.

You can click on Decide Later if you want to consult the object at a
later stage.

Main Dashboard

& RFx Open to All Bidders

Currently Open Next Closing Date
RFI 0 -
Invitation 1 11/02/2015 17:00
to tender

OECD all rights reserved

> You can also access all available Invitations to tender from the
Main Menus on the left

(%) Dashboard

e My RFls with Pending - Quick Links

RFls

71| My Organisation
[ Invitations to tender ]

By B

2§  File sharing

The Quick Links also enable you to access your favorite menus
with one click (e.g. My Invitations to Tender)

» Click on Projects then Invitations to tender to search and access
all your (past and current) invitations to tenders, from both Tabs
My Invitations to tender or Invitations to ten open to all suppliers

n My Invitations to tender Invitations to tender Open to All Suppliers

£
n Filter By: All Invitations to tender Select a Filte
Invitation to tender Code  Invitation to tender Title Project Code

1 rfq_188 Final test RFQ project_146

rig_185 Bidder User Guide Upgrade  project_142



https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
https://oecd.bravosolution.com/
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Consult and acknowledge receipt of Invitations to
tender

Please note that:
* If you decline to respond, you will have to fill in a Decline reason
and eventually add a comment

» Click on the Invitation to tender title to open the Invitation to
Tender Details tab

Invitation to tender Details Messages (Unread 0) Decline To Respond

Create Response e * Select a Decline to Respond Reason

(& Decline To Respond

Setiings Buyer Attachments (0) My Response User Rights

Enter Decline to Respond Reason Details

» Access the Settings section to have an overview of the invitation

to tender e It is still possible to answer the In e the

deadline) if you click on Undo Decline
*If you click on Create Response, Information and/or
confirmation pop-up messages will guide you throughout the

. ) process
» Access the My response section to acknowledge receipt of the .1

invitation to tender and display all OECD questions and Purchasing
requirements of both Qualification and Commercial envelops

» Access the Buyer Attachments section to display the list of files
attached by the buyer within the invitation to tender

» You can access User Rights section to add contacts in the team
that will be in charge of following-up the Invitation to tender
Your Response will be prepared, managed and published under
My Response section

' » You can click on Add to select a user already declared on the
' Portal

» You can click on Create response to acknowledge receipt of the
invitation to tender and start preparing your answer.

For more details on how to manage users on the Portal, please
refer to the User guide:
How to update Organisation Profile and Data

Please take into consideration the time needed to fulfill your
answer on-line to ensure you comply with the deadline for
submitting your bid

|
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Prepare and Publish Answers

Please note that the Qualification Response envelop is
automatically populated with the information provided under
your Profile (please refer to the User guide: How to update
Organisation Profile and Data).

It is possible to modify it directly under the Profile section or
under the Qualification Response

» Click on Add/view attachments at the bottom down right to

» Click on My Response section to access both 1/Qualification and
2/Commercial Responses envelops

Invitation to tender Details Messages (Unread 0}

Settings Buyer Attachments (0} My Response

» You can click on Create response then on Edit Response on top attach additional documents to each section if needed

of each envelop (qualification and Commercial) to start answering

and complete all information =» Click on Validate Response to check answers and highlight
My Responss Sammary \ missing mandatory data. A pop-up message will appear if
1. Qualification Response Missing mandatory responses (5) C0mPU|SOI‘y data are miSSing
2 Commercial Response Mandatory fields missing (1) Total Price (excluding optional sections) 0

1. Qualification Response (questions: 18 )

Bidder Organization Structure (2 Manage Consortium

1.1 CONDITIONS /| REGLEMENT DE L'APPEL D'OFFRES - Question Section

s This bid is submitted on behalf of:
My Organisation Only (No consortium) Question Descripfion Response

A * La durée de validité des offres est de 180

3 Open Full View Durée de validité des L ) X
11T dres jours & compter de la date de remise des offres. -
Acceptez-vous cette durée de validité 7

1. Qualification Response (questions: 18 ) [ Edit Response

1.1 CONDITIONS /| REGLEMENT DE L'APPEL D'OFFRES - Question Section

1.2 ATTESTATION & DOCUMENTS LEGAUX - Section of Profile Questions > Click on Refresh to update the Total Price of the Commercial

1.3 INFORMATIONS FINANCIERES - Section of Profile Questions ReSpOn se

1.4 CERTIFICATIONS/QUALIFICATIONS - Section of Profile Questions

» Click on Save and Continue to save data and continue the
entry on the same page or click on Save and Retur
once the completion is entirely done to close the window
complete another envelop response if required.

1.5 VERIFICATIONS DES PREREQUIS - Question Section

1.6 Additional Attachments Area

2. Commercial Response (Line Items: 1, Questions: 15) (O Edit Response
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Publish and update Answers

= Click on Export/Import Response on
the top right in order to extract an Excel
copy of the questionnaire to be
completed offline.

fif Delete Response

Export/Import Response

__________________________________________ S Printable View r -
—_— i = After Publication, it is still possible to modify your answer until !
+= Back to Response 1

S i the closing date of the Invitation to Tender !
This screen allows you fo download an Excel spreadsheet containing the Invitation to tender questionnaire. You may use the spreadsheet to compile your Invitation
fo tender response. Once you have completed the spreadsheet you should return to this screen and import the spreadsheet in order to populate the online
aestonnare » Under the My Response tab, you can open both envelops and
ceercmmadl [N [ © et ][ . noween modify/update all the information needed Or
> Click on Download to export the entire questionnaire > You can click on Edit Response on top of each envelop
» Once completed off line and saved, click on Import Excel to
upload the spreadsheet. All answers will be automatically > Click on Keep changes when it is done

populated within the online questionnaire
» Click on Submit changes to send the updated answer to the buyer

» Th lick han he inf i . o
en click on Save Changes to update the information in charge of the Invitation to tender

" Please note that all mandatory fields* will be compulsory to
i publish your answer

» If needed, you can click on Delete response to delete an answer.
A notification will be sent to the buyer to inform him

» After you make sure that you have reviewed your response for ~ r= r---------oooooooomooo- ];"""“""""f """""""""""""" !
completeness, including attachments : o Following evaluation of your response, if so, you will be

notified by email in case you are requested to submit a revised
bid. In this occasion, the process to publish a new answer
3 remains as described above.

» Click on Submit Response

dllU LT ULLU)

. You have successfully submitted your response to the buyer, if you
_l_}. wish you can update the response and submit your changes anytime
before the deadline.
OECD all rights reserved



Consult Messages

= All Communication regarding Invitations to tender shall be made i n Main Dashboard
through the Messages section under each Invitation to tender |

————————————————————————————————————————————————— RFx Open to All Bidders My RFls with Pending Quick Links
Responses
ﬂil Currently Next Closing ~ Standard Links
Open Date
. - . = No RFls to display Organisation Profile
Invitation to tender Details Messages (Unread 0) o Re v
Invitation 0 L
B to tender My Invitatii d
. - My Invitations to tender with i Irhitationsy fo tendar
Create Message Received Messages Sent Messages Draft Messages Pending Responses List f Directories
28 New Messages (last 30

itati - Custom Links
dayS) Invitation litviation

Buyer to tender
to tender o g
3 Organisation  Closing Supplier Guide
Title 2
Date/Time
No Unread Messages

» You will be able to access all received/sent messages from/to
the buyer in charge of the Invitation to tender via this Messages
section

» Please click on the above link Supplier Guide to know how to
manage your profile

You will be notified in your mailbox about all new messages
posted on the Portal

» For information on your access to the OECD
eSourcing Portal and use, please contact the service:

i Tel. 0033 146 095 672
oecd@bravosolution.com

» For information on purchasing procedures, please
use the Messages section available in the Invitation to
tender to contact the Buyer in charge at the OECD

OECD all rights reserved
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