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18.09. Supplier instructions for usin
submission web interface

Introduction

This user guide explains how to udetpse/Wwelhddte.mtsupphyabrig.nsed by

MmSupply users to publish tenders. It is only relevant if you are a supplie
tender by a user of this system. If you have been invited to tender and h
answered in this document, you may request support by emailing tender _

e Save the login credeifthialbagin credential for the website does not ch:

Once received, it is the responsibility of the supplier to securely sav
the login credential for future tender participation.

Don't wait until the last Mamwtes.uppliers have left the entry of tender
the last moment, not followed instructions correctly, and bombarded
Solutions with support requests during the last 24 hBlLaasef the tende
do not do this.

o Please carry out a dummy run of entering lines and saving. You ¢
your entries later before 0 nalising the tender. This will allow you
system works without the pressure of a submission deadline.

o |f you choose to populate the tender with an uploaded 0 1le, that t
tried out in advance and not left till the last moment. The instruc
be followed carefullyplo&dekifineg prices

How it works - a summary

1

3.

4.

.The Client prepares tender documents and distributes them by email
2.

Each Supplier receives details, including a username and password,

website where the tender is to be found.

The password provided is valid only for the Grst time the website is
0grst action will be to change it.

During the period between receiving the tender document and the ten
supplier decides on the bids to be submitted, and enters the details
over multiple sessions.

.Before the deadline, the supplier d nalises the bid; this action is not

further changes being made. The status is changed from SG (sugge

.Once the deadline has passed, the client will access all quotations w

evaluate them, and notify successful suppliers.

How it benel ts suppliers

e Accuracy: you can be conddent that the information entered by you w

transferred. Manual systems are prone to transcription errors in the
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etc.

e Speed: while the tender process may be slightly slower for the suppli
tender closing and bid evaluation is dropped from weeks to one or tw
closing dates can be moved closer to the date on which suppliers are
beneld ting all involved.

Costs

e There is no charge to suppliers to use the system. Development and
covered by software support contracts with mSupply users.

e Due to a steady stream of requests for help for issues that are cover
that are not a system issue (e.g. password reset requests and request
bids where the instructions for formatting the Gdle to be uploaded hav
will charge for support requests if it relates to such issues.

Security

e We take the security of this module seriously.

e Only https (secure) website access is allowed: observe the closed pa
your browser. This means that no-one can read the interactions betw
server.

e Automatic disconnection: should there be no activity after a short tin
conlrm that you are still working on the website. In the absence of s
disconnected and the login screen reappears.

e One-time password: the password provided for the Grst time you acce
only for that Grst occasion. You must change it to a password of your
continued access to the website.

e The server running the Tender Management System is managed by Su
accessible by us alone. We know this system will only be successful
standards of ethical, impartial behaviour and keep your data secure
authorised parties.

e Restricted access by IP address: if you wish to limit access to your
within your ol ce, let us know an IP address or subnet that you will u
restriction in place until you instruct us to remove it.

e We track the IP address of all log on attempts. Repeated attempts fr
be blocked.

e We have coded the software carefully to ensure that supplier informa
available to that supplier and to the customer (obviously once the cu
submitted bids, we can not control the information 0 ows outside of o1

e All emails sent by the tender module are sent by SSL (Secure Socket

First logon

Log onhttaps://tenders.msuppydotlgisnas the window which appears when yc
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You should enter your supplier code and password, both of which were se
You will immediately be shown the window for changing your password:

In the Old Password G eld you should enter the password sent to you by e
password of your own in the New Password G eld, re-entering it in the Col
you have done this, and clicked on OK, the standard log on window appe:
enter your user name and the password which you have just created. You
the system, and these are the details you will use for logging on in futur

Note that the web site uses a large Javascript library, so will take a few
you use it. In return you get a fast and easy-to-use interface.

If you have chosen to do so in the preferences, each time you log in, you
that you logged in to the web interface - this means if someone else was
you would know about it.

Staying logged on
If no user activity is detected for a few minutes, as a precautionary meas
access, a window appears. YokKerpeWd/aokchigtkerwise you will be logged ou

Once you have logged on, you will be shown a list of tenders for which y
submit quotations.

The example shows that 4 tender documents from client Namaste Medical
uploaded and await the supplier s attention.
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My Information button

ClickingMielnformatilutton displays this window:

This is where the supplier s details held on the server are entered and s
they can be edited. Those details include name, address, contact details
this supplier.

Default curreimbty default currency is that currency in which the you norm
in the example shown, it is Singapore dollars, and this will normally rems:
supplier; suppliers located in another country are likely to use their own
default one.. In the case where a supplier submits a quotation with one o©
another currency - e.g. Euros or US dollars - the particular currency use
appropriate line of the quotation Note that changing your default currenc
and won t have any all ect on existing quotations.

Inactivity timleis is the length of time in minutes after which you will be I
activity. 10 minutes is the default but you can choose from between 1 an

Email me manufacturérsliBe name suggests, this will email an Excel Gle w
list of manufacturer names and their corresponding codes to the email ad
to take advantage of the new facility to upload a quotation as an Excel @
manufacturer codes specili ed in this list.
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Saving your settings and closing t@eéiokinddbwo updaldetton to save your
settings. Click on the close box in the top right of the window to close it

Viewing the tender list and individual tenders

The window which appears when you log on is the Current Tender List, at
for which the supplier has been invited to submit a quotation; it also sho
which is set to SG (= suggested), and should remain at this status until
and the quotation is ready to be G nalised. Access to a particular tender
double clicking on the line. The tender and the items involved in it are t}
which looks similar to the following:
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Descriptiohhis is the description or title of the tender. Use this whenever
so that everyone knows you're talking about the same one!

Customeihis is the name of the organisation who created and published 1
invited you to respond to it.

Currencies drop down list and Set curremiciseticdhe default currency for
Use the set currencies icon to change the currency for all items currently
0 nd the correct currency, type the drst letter of the one you want and yo|
currency beginning with that letter. The list is in alphabetical order so it

Show buttodisplays the whole of the customer's comment if they've enter«
useful information for you.

Edit buttobDisplays a window to enable you to enter or edit a longer tende
customer (the one who invited you to tender). Any information you want t
about your quotes can be put in here. Note: you also have the opportunit
individual quote lines. See Entering prices section below.

Duplicate buttbaoplicates a selected quote line. Will put the new quote lin
guote. Helpful if you want to enter a quote for the same item but with sli
need to do this for many items, use the Upload button mentioned below.

Show totals butSdmws the total value of your quote for each currency you
quote.

Reset lines butRemoves any changes you have made to the selected quot

Email me this quote b8etrodis you a copy of your quote as it currently stan
you as Excel 0 le attachment to an email.

Email me a quote template Santesnyou a copy of the tender with all items
price or other information added. This is the perfect thing to use as a ba
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going to create it in a spreadsheet and upload it using the upload button
Browse buttAliows you to select an Excel dle to upload as your quote.

Upload buttdhploads the selected Excel 0 le as your quote (see the Uploac
below).

Entering prices

To enter the details for a line, double click on the line.

Details should be entered in each of the columns:
Iltem code, name and qularestey are 0 xed by the tender and cannot be chang

Pack sizZlehe pack size requested by the customer is already on the form;
changed.

Price per pd8dke unit price of the pack you are oG ering to supply in the ch

Cost Including Freight (CIB): The quoted price should include
international freight charges.

Expiry date and deliveWhtemecompleting these G elds, it is suggested that
abbreviations be used:

e min = minimum

* max = maximum

e w = week

em = month

ey = year

So for example, if you want to indicate a delivery time of 3 months, e

Delivery times should be specilied from when you receive the purchase o
include the time for order compilation by the supplier

The tender document is likely to specify minimum expiry dates, but it is i
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be no misunderstandings. Delivery time is understood to mean the estima
the consignment leaving the supplier s premises and delivery to the cust

Currency:he relevant currency should be selected from the drop down list
the same as the default currency. If you're struggling todnd the right cu
0rst one or 2 letters of the currency you want - should make it easier to {

Manufacturéeirhe name of the manufacturer should be chosen from the drop
Grst few characters of the manufacturer's name will show a list of matchi
select one.

Manufacturers are not linked to suppliers in our system, so multiple supp

the one manufacturer do not cause a problem.

Problems saving entered data ? : Simply entering price and saving is not
website will not save the row of data. The Manufacturer column must alsc
valid manufacture. If you choose to not to specify a manufacture then sir
Speciied as the options.

Adding new manufacturers into the tender modul«

Due to the desire of mSupply users to collate manufacturer data, you can
names yourself. If you want to have a manufacturer added to the list, ple
tender_support@msupmiydowge. nmzill add the name(s) within 24 hours.

Please submit Manufacturers in the following manner:
The country where the manufacturer is based must be speciled. The addt

If you have more than 5 manufacturers to add then it may be worth creati
the column headings described below, then sending to us as an attachme

Manufacturer Country /Address (optional
John Western Pharma8euticaB2 Obama Road, Virginia
Jurgen Klinsmann G@Goumpmany Goppingen, West Germany
Universal Supplies |Great Brjitain

If you do not want to or cannot specify the manufacturer, choose the enti
list. You may wish to add a comment to that quote IAhte toa¢xveEllain ywwrapr
specify the manufacturer in the comment column if the manufacturer is n
provided and if you have run out of time for the manufacturer list to be u

Country of Ori§ome tenders require you to specify country of origin inste
Common countries are specided in the Manufacturer list, so you can just
a speciic manufacturer if you wish.

Commentdse this column for entering any comment or note you may wish.
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Once you have made all the entrieSahoatoa upadwatelible tender document with
details you have entered. It is quite possible that you will not have all tf
complete a tender document at a single session; this is not a problem - j
stage you have reached and later, once you have the further information
document and continue with the process.

Submitting multiple quotations for thid gna Wwesih to do this, then select th
wish to submit a second (or third) price for and click the 'Duplicate’' butt
details of the second quotation.

Tender conditisaome tenders may have more restrictive conditions than th
For example, a tender may specify only one currency, or that multiple qu
are not allowed. Currently the web site will NOT red ect such conditions,
tender conditions and respond accordingly.

Uploading prices

This facility allows you to upload an *.xlsx Gle containing a header line ¢
your gquotation. The template for the *.xlsx spreadsheet is provided with

As of August 2019, spreadsheets are now provided and to be uploaded in
You can use Microsoft Odce or the Free Libre Ol ce.

Preparing the quotation 0 le

You can download a suitable template for your qguotation le by clicking t
template' button on the top-right of the tender items window. This Ole wil
pre-Glled for your convenience and is the best way to start if you intend

The Gle should be in *.xIsx format, having the following 10 columns:

e Item code

e I[tem name

e Quantity

e Pack size [Must be number, not words like each , box ..etc ]

e Currency (in 3 letters international code format: e.g. AUD USD EUR )

e Price per pack

e Expiry date

e Delivery time

e Manufacturer code (as per the manufacturer code list you can downlo
button when logged in)

e Comments

Please note:

1. The Item Name and Quantity columns are only included for the sake ¢
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will be ignored

2.This table uses the mawrcoftecadahersthan the manufacturers name (the c
shorter so less likely to make mistakes)

3.You can download a manufacturer list of names and codes from the "N
the "My Information button' section above)

Uploading the quotation G le

First of all, you need to select the Gle that you wish to upload by using t
right of the tender items window. The selected Gdlename will then be visib
Then click on the Upload button and you will be presented with the follov

Update existing quoteSeéenest this if you want the contents of the O le to ug
already in the tender. Note that information will only be updated for item
current price for the line is 0. If a line in the tender has a non-zero pricé
for that item will be ignored. So, if you want item lines to be updated by
their prices to 0 before you carry out the upload. Note also that if there
zero-price tender item line with the same item code, then it will select th
the system will cope with multiple quote lines for the same item. Therefo
multiple lines for an item, you need to duplicate that lineDuptictatiender O
button on the toolbar) before uploading the G le.

Replace existing quoteSkileecd:this if you want the contents of the Gle to re
already in the tender. All your existing lines will be deleted from the ten
upload 0 le will be entered into the tender. Note that if there are multiple
the same item code this method will put them all into the tender. This is
0le as a master copy and use it to update your quotes. And also means tl
multiple quotes for the same item (with dil erent pack sizes or manufactu
mSupply won't check so the multiple lines could be identical if you wish)

Click onGapcdlutton to cancel the upd&Kdbdtoonhe continue.

Having clicked Wkbuteon you will, after a short while, get a condrmation t
successful and the list of displayed tender items will be updated to red e
uploaded.

Please note the following points regarding the 0le upload process:
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e Only Excel Oles (extension of '.xlIsx') smaller than 1Mb are accepted.
e Currently, the only web browsers which fully supportdle upload are |

next versions of Safari and Opera are also planned to include suppor
feature.

A successful upload message does NOT imply that the contents of th
it has been processed. An email will be sent to your email address, v

o A textldle which contains the output generated from the upload p
of records which were successfully processed, and any error mes
the upload process.

o An ExcelOle in the same format as produced by the '"Email me thi
will include the updated tender items - you should check that thi:
you are expecting.

Any blank lines in the uploaded Gle will be ignored.

Any lines which do not contain the expected number of columns, or w
format will generate an error message and will not be imported.

Any lines with an invalid item code or an invalid currency code will g
and will not be imported. We use the standard 3-charhetegorcarrency c
complete list.

Any lines with an invalid manufacturer code will still be imported but
manufacturer of 'Not specil ed’.

Note also that it is possible to perform as many 0 le uploads as you like.

Finalising a tender

e Firstly, be warned: Finalising means exactly that. It can not be undol
e Only when you are satisd ed that you have completed the details on a

which you are quoting should you d nalise your tender entry.

Email it to yourselfdrst

We strongly recommend you use the button in the tender window to email
then check that the entries in the online tender module match your intenct

To email a quotation to yourself, open the tender your wish to email, and

me

button at the top-right of the window.

What G nalising does

ClickingFromalisdees two things:

1.1t locks the tender document, changing its status to FN (0 nalised) an

changes to it.

2.1t makes the O nalised tender submission accessible to the customer ¢

Only 0 nalised gquotations will be accepted by the customer.

Finalising the tender submission, therefore, must be performed before th
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the customer.

How to G nalise

1.You need to be viewing the Instttdhfetpadiecsilar tender you have just en
1.1f you are not logged in: Log in and you will be shown the list
2.1f you are editing your tender, close it to return to the list of ten

2.Check the checkbox in the left-hand column next to the tender you he

3.Click on the Finalise button.

4 .You're done

Closing date and time

Note that closing date and time is specit ed as GMT (GreOmMhkohyMt@aheTin
the same as your local time. Please take this into account when planning
your prices.

Results notil cation

The client will notify successful suppliers directly by submission of a pul
not show you any information about you or any other supplier s success ¢

Obtaining support
Please email tender_support@msupply.org.nz if you have any problems. \
provide support 18 hours per day Monday to Friday while there are open

Note that you should only communicate with us regarding technical matte
to tender conditions, pricing, etc., communicate directly with the client w
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The future

e We hope you appreciate both the concept and the hard work we ve pu
work for both clients and suppliers.

e The system is used by several mSupply users, and is being taken up

e We have lots of our own ideas on how to improve the system, and we
criticisms, compliments or ideas as well. Use the email address abov

Warranty

There is none. Our software is provided as is . We take the responsibilit
very seriously. We are replacing manual systems that are prone to gross
system experiences the odd (very rare) issue, it remains a vast improven
before.

Infrequently asked questions

e Q:What if your server failed just before a tender closed.

o A:Our advice is: This isn t an auction. There is no need to submi
However, if there was more than a few minutes of downtime in th
tender, we would ask the customer's permission to extend the clo
server has been running for several months. Should the tender m
will transfer it to a data centre.

e Q:Can we phone you for support.

o A: ** Yes. But, if your question relates to issues that are explain
document, we reserve the right to charge you for our time. (This
resetting of passwords which we have supplied in the past). * Ne
5548021 * New Zealand: +64 22 519 0499 ===== Thanks ===== T|
stal of Republic of Kiribati s Ministry of Health & Medical Servic

Department who pioneered the use of this feature!
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