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PCS-Tender
File Sharing — Supplier Guide

This document covers how suppliers can access and use the File Sharing module within PCS-Tender.

Please note: PCS-Tender is a separate site to PCS and requires separate registration. Single Sign On between the two sites is

available. To find out more about Single Sign On please visit:

https://www.publictendersscotland.publiccontractsscotland.gov.uk/singlesignon

Step by step guide to using File Sharing
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Welcome to Public Contracts Scotland - Tender

Buyer Help and
Guidance
Supplier Help and
Guidance

Public Contracts
Scotland Advertising
Portal

The Scottish
Government

userame

password

Forgot your password?

@ BravoSolution - System Requirements

On the PCS-Tender homepage enter your username and
password in the usual way, or select Forgot your password? or
Register if necessary.

Forgot your password?

Forgot your password?
B —]
Emal )

# Submit | | 3¢ Cancel

Note: If you have setup Single Sign On between PCS and PCS-
Tender this step can be skipped.

Once logged into your account you will need to click on Access my Dashboard on the landing page.
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Phone: 0800 368 4850
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Welcome to Public Contracts Scotland - Tender Module

Exit PCS-Tender

Please select one of the options below to proceed

: ERQOS A
If you are interested in responding to a PQQ that is
open to all suppliers please click here:

>> PQQOs Open to All Suppliers

Already Participating?
If you have been invited to participate in a PQQ or ITT,
or have already expressed interest please proceed
directly to your PQQs or ITTs:

>> My PQOs

>> My ITTs

ITT
If you are interested in responding to an ITT that is
open to all suppliers please click here:

>> ITTs Open to All Suppliers

Other Options
For all other actions within the Public Contracts
Scotland Tender Module please use the links below:

>> Access my Dashboard
>> Manage my Profile

>> Help Files
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2ying 2 quick overview and immediate Orga

Once on your dashboard you will need to click on the module selector tab titled Select Module located at the top right hand side
of the screen. You will then need to click File Sharing to view the documents you have been granted access to.
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x Organisation Profile

tion Profile . =
q Change Language e
Choose from the list of language

{5 Contracts in Negotiation =)

No Contracts found.

{8 My Running Surveys —

No Scorecards found

No PQQs found.

@ Quick Links —_
v Standard Links ar Status
Profile = File Sh
ile Sharing
My Auctions - ToBe
Oper
My PQQs To Buyer
My ITTs
& Open and Pending Auctions —]
My Contracts No Unread Messages = - =
D f Auction Title Buyer Start Date/Time End Date/Time
irectories Organisation
& My PQQs with Pending Responses ) . Auction PCS-Tender 18/03/2014 31/03/12015
4" (Conversion) 13:29 12:00

wish to access to view all the folders and files within it.
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You will then be presented with all of the Directories that you have been given access to. Click on the title of the Directory you
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Once within the Directory you can access all the folders and click through to any files that you may wish to view. At this stage you
also have the ability to Mass Download all the documents that sit within the Directory to your local computer.
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Directory Name: Project X - Data Room
Path: Top Level

-4 SearchiFilter LJCOPY All Folders and Files amass Download {)Semngs @ |Export List to Excel 'Help for Suppliers f

FolderiFile Name A Description Last Modification Date Status
1 . Drawings (1) 09/10/2012 19:29:26 4»Properties
2 ., Terms & Conditions (1) 09/10/2012 19:22:04 ¥*Properties
Total: 2 Page 1 of 1 Show: elements

" Top
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An individual file can be downloaded or viewed by clicking on the title of the document. You will also be able to send the buying
organisation messages about a specific file by clicking on the Properties button found on the right hand side.
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Directory Name: Project X - Data Room
Path: Top Level / Terms & Conditions

J, SearchiFilter L‘:Copy All Folders and Files aMass Download {‘}Senings @ |Export List to Excel fHelp for Suppliers P
Folder/File Name a Description Last Modification Date Status
1 | Terms and Conditions.docx 09/10/2012 19:25:10 Available §*Properties
Total: 1 Page 1 of 1 Show: elements
A Top
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To send messages and review messages sent by the buyer about a specific file use the messaging area on the left hand side of the

screen.

File Details

Messages
w Unread Messages (0}

Forwarded Messages

Directory Name: Project X - Data Room

Path: Top Level / Terms & Conditions / Terms and Conditions.docx

File status: Available

[Edit | | [Sipelete File @Dowmoad [ copy

Previous File Versions (0)
@Replace File with a Hew Version gcheck Qut File %Freeze File fHe\pfor Suppliers

File Details

File Name

File Description
Comment on Last Action
File Size

Creation Date/Time
Created By

Modified on

Modified By

Active

Status

Terms and Conditions.docx

10 KB

09M10/2012 19:25:10
Responsible Officer Senior
09M10/2012 19:25:10
Responsible Officer Senior
Yes

Available

If at any point you would like to find out more about the page you are on you can click on the button Help for Suppliers.

If you would like any further information on using the File Sharing module please contact help@ bravosolution.co.uk.
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