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Purpose

After a successful bid, you need to accept / reject the Contract Award using the e-
Tendering system functionality in order to proceed with the publication of the Contract
Award Notice.

This document covers the simple steps required to accept a contract award.

Please contact the e-PPS Helpdesk for any technical issues. Although note that
particular questions regarding the actual tender process, specifications or points of
clarification should be made directly to the relevant Contracting Authority.

Procedure

When the Procurement Officer selects your bid as successful, the e-Tendering system
will dispatch the following notification to your email address.
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The Evaluation phase for the Tender or Quotation titled Res_Agriculture has been completed.
Your Organisation has been selected as one of the successful bidders.
Please login to the Sourcing Systcem to accept the Contract Award.
Onece logged in, click on your 'Tasklistc' and select the 'Reply to Contract Award' link
PLEASE NOTE: You mway receive this email because:
al You have successfully responded to & Pre-Qualification Questionnaire and are, therefore permitted to proceed to
Tender Submission stage, or
) You are being awvarded a contract for the shove-mentioned tender or guotation.
Further information will be provided to wou shortly.
If you reguire further assistance at any stage, refer to the 'User Guides" link at the top of the Suffolk Sourcing
web pages.
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IMPORTANT: All actions within the e-Tendering Platform will be recorded for auditing purposes.
This email and any files transmitted with it are confidential and intended solely for the use
of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the indiwvidual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-wail by wmistake delete this v|
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In order to finalise the agreement you must accept the Contract Award on the e-
Tendering system. Along with the email notification mentioned above, the system also
creates a new task, "Reply to contract award", and adds it to your task list, as shown in
the screenshot below.

= Log in on the e-Tendering system
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Log in - ¢ Homepage dashboard

When you log in to ma_systam you will be taken
directly to the Task List. If not, press "User Homepage"
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' Click on "Reply to contract award" |
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= Click on the "Reply to contract award" to access the associated functionality

Log in - ¢ Contract Award iy AT ke B S

Lo in s
#upd sup {Ecancenic
Opserator Admin ] - Enemgy

W CIT Jed Vearion - feb 13 - D - InitrRel

Dyramics | Select your answer r'”*““""

Lat lagin 50

TAESIOAS - T AaT yaur accept the contract sweed?

A Lecept | Press "Submit” |
Decding |

& Lisis Hismismegs 7

 togt PERAR A

-END OF DOCUMENT-

EPPS0910 ACCEPTING A CONTRACT AWARD Page 3 from 3



