How to Guide — Register and Submit A Tender
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1. Registering as a New Supplier
Once you enter supplier portal link

https://supplierportal.moreland.vic.gov.au/default.aspx

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Login

View all Public .
Tenders Supplier Community

Proposed
o] - -
- Public & Private

Closed : ;
Awarded Supplier Directory

Any enguiries?

Contact Us Trading Tools on Portal

Online Tendering /
Quotes and Work
Forums

Operations

Project Management

Register

Site Inductions &
Forums

Tender Notification
Services

Project & Works
Forums

Quotes & Tenders

Info Contact Us

Supplier Services &
Product Registers

Online Price Books &
Catalogues

OHS Heath & Safety

Supplier Compliance &
OHS Validations

Online Time Sheets

Document Drop Box
Services

0 Internet | Protected Mode: Off
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2.

Moreland City Council - Supply Portal

A secure electronic tendering and management service

If you do not have a user name and password, then you need to register. Click on the “Register” tab

v

Home Login Register Quotes & Tenders Info Contact Us

View all Public H

Proposed
Cpen
Closed
Awarded

Any enguiries?
Contact Us

Login if you already have an account.

Company

Company |
Name
Trading
Name

ABN

ACN

Country | Australia
Address

City

State Postcode
Phone

Fax

# of

Employees 0 |Z|

Turnover | §0 - $50K |Z|

Industry Categories

Please choose at least one industry category that relates to your company.

- Search Clear and
Code - Equals and Add Search

Code Industry Category
53000000 Apparel and Luggage and Personal Care Products

72000000 Building and Construction and Maintenance Services

L1}

'Industry Category' runs a 'contains’ search.
'Code’ search can run an exact match or a
'starts with' search.
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3. Complete the form. Once you complete it, click on “Register” at the bottom of the form.

‘@MorelandCityCDunciI-SitePDrtaI |7| \ @ = =L g@a ~ Page~ Safety~ Tools~ ®'
Job Title

Occupations
You must select at least one occupation tNat applies to this person.
'Occupations’ runs a 'contains' search.
Code - Equals aiilar;;d Cl;;‘;ripd Reset Clear |'Code’ search can run an exact match or
3 'starts with' search.

Code Occupations

)

5 CLERICAL AND ADMINISTRATIVE WORKERS

[

4 COMMUNITY AND PERSONAL SERVICE WORKERS

[

8 LABOURERS

[

MACHINERY OPERATORS AND DRIVERS

[

MAMNAGERS

)

PROFESSIONALS

)

SALES WORKERS

&)

TECHNICIANS AND TRADES WORKERS

Phone

Mobile

Address Line 1
Address Line 2
Locality

State

Postcode GLID
Country/Region

Login

Email

Security

Question What was your first pets name?

Answer

Home | Login | Register | Information
Copyright : DecisionMAX

4. You will receive an e-mail confirmation with your user name (e-mail) and password.
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5. Go to Login tab to enter the supply portal. Insert your details and logon to the supplier portal link.

Moreland City Council - Supply Portal

A secure electrouic tendering and management service

Register Quotes & Tenders Info Contact Us Australizan English

w all Public = Supply Portal
Tenders
X TenderMaster

do not already have an accaunt

Proposed

Secure creation of
Cpen
Closed Log In tender notices and
Awarded Email Address Invitations to

Password Tender (ITT)

A Rasswiord? Login TenderMatch =
Contact Us
Motification of
tenders matching
|"| profile
Basic Start-Up A
TenderPost
1. Fill outyour company profile — Details TAB
2. Match your company to an Industry Category to receive Bids/ Quotes/ Tenders Fast, easy tender
Q F 1 submission
§ E &=
Basic - Current Supplier EI TenderBox
1. Fill outyour Company Profile - Details TAB Secure
2. Complete the Industry Categories TAB management of
3. Upload your Insurance in the Insurance drop box TAB tenders received
* K‘ T é TenderTrack |
Supplier Providing On-site Services (Basic+) P
1. Complete the Occupations TAB to register what type of skills you can provide on-site Ucls) t;"der .
rogress/awards
2. Click onthe certificates tab and press SHOW certificates to see any compliance Requirements ihe
3. NOTE: You must complete an occupation profile and upload any Certificates for each of your Tenderanalysis
employees that will work-onsite- Contacts TAB
Sorts, tracks and
_"i:-] monitors the
Gold Level Certification TAB- Mandatory ‘ performance of the
1. supplier Survey TAB- fill out the Pre-qualification form matching your business. tenderer il
Done €D Intemet | Protected Mode: Off fa v H100% ~
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6. Click on Open Tenders tab to open “All Tender Listing” link or “Find Tenders & Bids Opportunities” tab

Moreland City Council - Supply Portal

A secure electronic tendering and management service

m Quotes & Tenders

Welcome Enad .
Your role as a
Supplier Admin
enables you access
to these options :

My Details

Edit Legin

Update yoyr Industry
Match Catedgries

Mail Drop Box Xor large
files

Upload vour Certifidgtes
or Work Plans

Edit Company

Gold Level Certification
Company Contacts
Add another Contact
Contact Groups

Price Books &
Catalogues

Tenders

All Tender Listing
Tenders Matching your
Industry Profile

Active Tenders you
hawve Registered for
Cld Submissions by
Your Company

Trading Oppg

Find Tende's &
Bids Opportanities

Purchase/Work Orde =
Logout

Your Active Bids
& Quotes

er Requirements

Se’. Your Product
& Services
Registers

Admin Functions

sSupplier Site
Adninistration

Set Your
Occupation
Registration

Manage Your
Employee & Sub
Contractor Access
& Accreditation

Drajects Sites

Uploading Your
Bid Responses

View Certificates
you Need to
Complete

Contracts

View Your
Active Project

Your Drop Box
Service

Info Contact Us

View Your Active
Sites

Access the Gold
Level
Certification &
Online Surveys

Australian English

Access Your
Online Price
Book & Product
Catalogues

Done & Internet | Protected Mode: Off

You can also edit your OWN details through Edit Login
Update your Organisations detail through Edit Company
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7. To open atender, select by scrolling to the project that you are interested in submitting an offer for. Click on “Access” tender tab

A secure electronic tendering and management service
oreland City Coungl
Home tes & Tenders Purchase/Work Order= Drajects Sites Contracts Ceratact Us Australian English hd
Logout
Welcome Enad . Tenders : Open
Your role as a
supplier Admin Clear Fitcers Title Description - Free text search Code Purchaser Closing Date | Issue Date
ppl
enables you access - - -
folthescletonst Deliverable 2- A reporiedf the requisite policies and
procedures, along
My Details
MorelapdCity Council maintains approximately 220
Edit Login CouCil owned buildings located at various sites
Update your Industry roughout the City of Moreland. To ensure the
Match Categories sustainability of Moreland City Council assets, Council is
Mail Drop Box for large see_klng contracto_rs to provide general building
files maintenance services.
Upload vour Certificates L
work Pl . L 3
or Werk Hlans The nominated categories include:
Edit Cempany . .
Gold Level Certification (1) Carpet and Vinyl Senices
Company Contacts oanel of Building Maint (2) Plumbing and Gas Fitting Senices Moreland
Add another Contact = S:”Nelcjs erJc'm'QegrS SIMEENANEE  19) Painting and Specialised Coating Senices Gty  9/09/2013  17/08/2013 | 17/08/2013
CamiEst Ears (4) Carpentry & Minor Building Services Couneil
Price Books & . .
e e (5) Glazing and Shuttering Senvices
(6) Paling & Chainmesh Fencing Senices
8) D d Roofi
All Tender Listing (8) Drainags én oonng
Tenders Matching your (3} Shade Sails
Industry Profile (10) Safety Access and Roof Safety
Active Tenders you 595
hawe Registered for
Old Submissions by
Your Ci ; ; ;
SISy * some topics may be private and not visible
] 1 | 3
& Internet | Protected Mode: Off da v HM100% -

B e = TE S
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8. Once logged - click on “Register Interest” bottom

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Home uotes & Tenders Purchase/Work Order< Drajects Sites Contracts Info Contact Us Australian English
Logout

welcome Enad . L This tender‘; open and accepting submissions.

Your role as a
Supplier Admin Tender Details | Industry Categories  Contract Value — Dates

enables you access
to these options : Title Panel of Building Maintenance Services Providers
Code 595

My Details Description Mareland City Council maintains approximately 220 Council owned buildings located at various sites throughout the
City of Moreland. To ensure the sustainability of Moreland City Council assets, Council is seeking contractors to

Edit Login provide general building maintenance senices.

Update your Industry

Match Categories Del L i
: ellivery Location - -
Mail Drop Box for large Delivery Location

files Location Name Moreland City Council
Upload your Certificates Location Address 90 Bell Street

or Work Plans Location Suburb Coburg

Edit Company Location City

Gold Level Certification ocation State Victoria

Company Contacts ocation Country

Add ancther Contact

Contact Groups [P —
Register Interest
Price Books &

Catalogues

All Tender Listing
Tenders Matching your
Industry Profile

Active Tenders you
have Registered for

0Old Submissions by
Your Company

Done
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9. The following screen will appear for 30-60 seconds. Wait until it refreshes and the tender is open

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Home Quotes & Tenders Purchase/Work Orderc Drajects Sites Contracts Info Contact Us Australian English
Logout

Welcome Enad . Download Tender & Add a Submission

i I - ; i i i i
currole asa Mareland City Council - 595 : Panel of Building Maintenance Services Providers

Ig This tender is open and accepting submissions.

Supplier Admin
enables you access
to these options :

My Details Tender Close Date Monday, 9 September 2013 3:00:00 PM : Countdown - Days : -19 Time -21:-51:-35

Edit Login

Match Categories

Mail Drop Box for large
files

Upload vour Certificates

10. Once refresh process is complete, the opened tender page can be accessed. Make sure to check the all the related tabs by clicking on them.

Moreland City Council - Supply Portal

A secure electronic tendering and management service
arelend Ciy Courcl

-

Home Quotes & Tenders Purchase/Work Orders Drojects Sites Contrazcs Info Contact Us Australian English
Logout

Welcome Enad . Download Tender & Add a SubmisSion

Your role as a

e Services Prgwders

-

Moreland City Council - 595 @ Panel of Buildffiig Mainte

Supplier Admin - - z .
e |“ This tender is open arysee‘ﬁwg subw.
V- y

\

N

to these options @ e - : : = )
Submission Close Time Tender Details Tender Documents Dates Industry Categories Contract Value Forum Lodge Response Online ~ )
My Details Tender Close Date Monday, @ September 2013 3:00:00 PM : Countdown - Days : -19 Time -21:-51:-35
Edit Login

Match Categories
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11. To Start submitting a tender, click “online Tender” tab

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Home Quotes & Tenders Purchase/Work Ordere Drajects Sites Contracts Info Contact Us Australian English
Logout

Welcome Enad . Download Tender & Add a Submission

A¢ | h A S h h :
ourrels as | Moreland City Council - 595 @ Panel of Building Maintenance Services Providers

Supplier Admin

T Bl U Scce “ This tender is open and accepting submissions.

to these options :
Tender Details Tender Documents Dates Industry Categories Contract Value Forum Lodge Response Online Tender Log

My Details
Sl 5<tomsl v o

Edit|login Company Contact ABN

vt Cotegaricn | Moreland City Council

Mail Drop Box for large

E;:iifk"if;nfmm REQUEST FOR TENDER

Edit Company Contract No. - 595

ii::::f'ciif;ﬂ;?'“ Panel of Building Maintenance Se s Providers
Add another Contact for the provisj of

::2?;1:?5 Carpet an nyl Services

cotelogues Plumbing afid Gas Fitting Services
Paintingand Specialised Coating Services
Al verizs iz arpentry & Minor Building Services
IT:;:;EW;?;T:Q o Glazing and Shuttering Services
:ﬂ!ﬂ;ﬁ:if for Paling & Chainmesh Fencing Services
g Siomissens by Brick Work and Paving

Nemainmacan and Daafina

-

»

m

12. Scroll down the online tender form to start completing the tender.
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13. To open attached tender document, you can click on the individual files. Save them to your hard drive and then open them.

Moreland City Council - Supply Poital

A secure electronic tendering and management service

Home Purchase/Work Ordere Dienjects

Logout

Quotes & Tenders

Download Tender & Add a Submission

Welcome Enad .
Your role as a

Moreland City Council - 595 : Panel of Building Maintenance Services

Providers

Sites Contracts Info Contact Us Australian English

Supplier Admin
enables you access

\g This tender is open and accepting submissions. \

to these options :

Tender Details Tender Documents Dates Industry Categorie:

ﬁt / - Acknowledgement, Contirmation and |enderer
achments

Edit Login Part 8 - Guidance on how to finalise tender
Update your Industry

Match Categories

Mail Drop Box for large
files

Part 1 - Information for Tenderers

Upload your Certificates 1.1 Refer to attached document for "Information for Tenderers"

or Work Flans

Edit Company . .
Gold Level Certification Part 2 - General Tendering Conditions
Company Contacts
Add another Contact Standard Moreland Tender Conditions
Contact Groups

Price Books &
Catalogues

All Tender Listing

Tenders Matching your
Industry Frofile

Part 3 - Special Tendering Conditions
3.1 Tender Validity Period

Tenders are to remain valid for acceptance by MCC for a period
of Three (3) months after the Closing Time.

Active Tenders you 3.2 Industry Briefing or Site Inspection

have Registered for There will be no industry briefing{s) for this RFT

Old Submissions by 3.2 Evaluation Criteria

Your Company

It is essential that Tenderers address each criterion in the tender

2.1 Refer to attached document for General Tendering Conditions. Iﬂi: Part 2 - Genal

Contract Value Forum Lodge Response Online Tender Log

MName: .- InformatioN_for_Tenderers_~STATEMEMNT~.pdf

While files from the Intemet can be useful, some files can potentially
harm your computer. f you do not trust the source, do not open or
save this file. What's the rigk ?

v

Contract 595 - Evaluation Criteria.docx

i

»

m
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14. If you are requested to complete a schedule file in MS Excel or MS Office. You need to downlpad the file to your hard drive, add the information and then re-upjoad it to
your submission. Make use you press Save button all the time.

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Home Quotes & Tenders Purchase/Work Order= Drajects Sites Contracts Info Contact Us
Logout

Welcome Enad . Download Tender & Add a Submission

Your role as a

Moreland City Council - 595 : Panel of Building Maintenance Services Providers
\g This tender is open and accepting submissions.

Supplier Admin
enables you access

to these options : - - -
Tender Details Tender Documents Dates Industry Categories Contract Value Forum Lodge Response Online Tender

My Details E rainfing & spec. Loatung

Cargentry & Minr Building
Edit Login Glazjng and Shuttering
Update your Industry Palirjg &Chainmesh Fencing
Match Categories Bric Work and Paving
Mail Drop Box for large Draifiage and Roofing
files Shafie Sails
Upload your Certificates Safdty Access&Roof Safey
or Work Flans v
Edicieameany 3.15 Schedule of Rates @ Sched of Rates.docx | Upload Modifications | Download your submission
Gold Level Certification The Tendarer must complete the following price table. The amounts —
Company Contacts submitted are exclusive of G3T and the prices are inclusive of all

Add ancther Contact materials, labour, profits and other expenses required completing the
Work under Contract (WUC) in accordance with Part 4, Specification.

Contact Groups

Price Books &
Catalogues . . . . L
3.16 Qualifications, Skills & Experience of the Principal @-_j Details of Qualified Personnel.docx | Upload Madifications | Download your

Individuals

List the gualifications skills & experience of the principal individuals the
tenderer intends to engage in providing the semnvice. The following details
should be provided:

All Tender Listing
Tenders Matching your
Industry Profile

Active Tenders you 1) Name

have Registered for 2) Qualifications
Cld Submissions by 3) Skillsl

Your Company 4) Experience

Moreland City Council Supply Portal Tender Guide. Page 12



11

A tender may be published under Online
Tender.

Online Tender

The questions screen format is to be
completed on the screen. (similar to the
Supplier Survey)

Supplied files can be opened and
viewed.

Files may be uploaded to support
questions/answers. The file name will
show once uploaded.

Download a Spreadsheet or Word
Document to be worked on within your
computer and Upload the Modification
back to the question.

DO NOT CHANGE Name Format.

To save a partiality completed tender
and continue work later. Use the

SAVE button.

You may log out and back in and your
work will be available.

When form is completed.

Step 1: Press to Finalise your Online
Bid. Allow screen to refresh.

Step 2: Press SAVE Submission.

This will refresh the screen taking you
back to your last screen and /or Active
Tenders view.

Your submission has been lodged; you
will receive your confirmation email.

If you wish to confirm file — Access
Tender, view Lodge Response TAB,

Your OnlineFormSubmission.Zip file will
be loaded.

You may also check your Log TAB.

Should you wish to keep an offline copy
of your response. Download & save
your Zip Submission file to your
computer.

To open and view your Online Tender
Response you will need to have the
eForms Reader Software application
loaded.

This is a free software application from
DecisionMAX Software.

Download Tender & Add a Submission
Australian Royal Air Force - ED 25 3 13 : Easy Designer 253 13

‘U This tender is open and accepting submissions.

Tender Details ~ Tender Documents ~ Dates  Industry Categories  Contract Value = Forum  Lodge Response

Bottom | Sectional View

Vendor gniier Admin tender st o files 25 3 13

Contract Title: Information systems
Reverence: 4311.xx.va
Date of Release. 01/01/2001

Clacas N1 /n2/70N1 hara

\

@ BACKGROUMND AMD REQUIRMENT OWERNMIEW .doc

4

Upload more documentation | Download yvour documentation

Upload documentation | ContractMax Overview.pdf

| Lg_u Distribution.xls | Upload Modifications | Download your submission

1. Press to Finalise your Online Bid

2.
Submission Documents

Adtions  Uploaded By Fle Name Size (Mh) Added

v v John Supply Offcer OrlieFormSLbmission.zp

Active Tenders

e Fanih GearBox on bee maint & resasr Tender

Ll

Mame

: Ui T364 - Wind Farm GearBox Repairs_Tender.DHR
. T264 - Wind Farm GearBox Repairs_Tender.DHT

Online Tender | Log

4

ek e to Up

685 11072013 12:38:42PM




15. Once you complete the required information in the tender, scroll down to the bottom and click on “Press to Finalize your online Bid” button and then Click “Save
Submissjon” button

Welcom Enad . Download Tender & Add a Submission -

Your role {s a

Moreland City Council - 595 : Panel of Building Maintenance Services Providers

Supplier Ad\gin = - = —

enables you Ncess |“ This tender is open and accepting submissions. /

to these optiona\:

Tender Details Tender Documents Dates Industry Categories Contract Value Forum Lodgé Response Online Tender Log <
My Details ﬁ o
idance on how to finalise tender (where Ei: Mareland Supplier_Hgf to Answer Online Tender.pdf

Edit Login needed) iz
Update your Industry
Match Categories To facilitate preparing your tender for submission please

follow the attached instructions. The instructions will guide

=D (BT (Eematiar [ you through the exporting phase. Tenders will not be able to

=S be read by Moreland City Council if the file submitted is in the
Upload your Certificates wrong format.

or Work Plans

Edit Company INportant Note:

Gold Level Certification UrNer each of the "Upload Documentation" sections, only

one Yle could be uploaded. So if you have more than one file

Ci Contact: .
R to uplad, make sure to zip the files under one file name and

Add ancther Contact then uNoad.
Contact Groups .
Price Books & Appendl
Catalogues Item: 1.1 Part 1 - Information for Tendepérs.pdf
Item: 2.1 Part 2 - General Tendering Zonditions.pdf
Item: 3.3 Contract 595 - Evaluatiop/Criteria.docx
Item: 4.1 Contract 595 - Part 4 /Tender Specifications.pdf |
All Tender Listing Item: 5.15 Sched of Rates.docy| Upload Modifications | Download your submission 3
TS erine v Item: 5.16 Details of Qualifigd Personnel.docx
Industry Profile Item: 5.21 Contract Histgef.docx
Active Tenders you Item: 5.64 Schedule offepartures.docx | Upload Maodifications | Download your submission
have Registered for Item: 6.1 ontract 95 - Purchase Agreement Umbrella Agreement.pdf
0Old Submissions by Item: 6.3 S\hedufe of Departures of Contract Clauses.docx
Your Company Item: 8.1 MohAand Supplier_How to Answer Online Tender.pdf

Top | Sectional View

1. Press to Finalise your Online Bid

m




16. Tenderer can check submission confirmation through “Log” tab and “Lodge Response” tab. Also tenderer will receive an e-mail Receipt confirmation of the submission

Moreland City Council - Supply Portal

A secure electronic tendering and management service

Home Quotes & Tenders

Welcome Enad .
Your role as a

Moreland City Council - 595 @ Panel of Building Maintenance Services Providers

Purchase/Work Orderc Drajects Sites

Logout

Download Tender & Add a Submission

Contracts

Info Contact Us

Supplier Admin
enables you access

|“ This tender is open and accepting submissions.

~,

to these options :

Tender Details

My Details .
& Submission Documents

Edit Login
Update your Industry
Match Categories Actions

v »
Upload your Certificates b 4
or Work Plans

Edit Company vy &
Gold Level Certification

Company Contacts

Add another Contact

Mail Drop Box for large
files

Contact Groups

Price Boocks &
Catalogues

Al Tender Listing
Tenders Matching your
Industry Profile

Active Tenders you
hawve Registered for
Old Submissions by
Your Company

Uploaded By
Enad Zraid
Enad Zraid

Enad Zraid

De-Register Interest

Tender Documents

Dates Industry Categories Contract Value

File Name
OnlineFormSubmission.zip
OnlineFormSubmission.zip

OnlineFormSubmission.zip

S S

Size (Mb)

Forum

Lodge Response Online Tender Log

Click here to Upload File

Added

1.06 20/08/2013 5:36:04 PM

1.06 20/08/2013 5:39:14 PM

1.06 20/08/2013 5:42:59 PM

Australian English

You can download your submission file to your computer

€ Internet | Protected Mode: OFff
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