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Start working on a procurement project

There are three ways to start working with a project:
e Creating anew project
e Opening arecently used project listed in the “Recent Procurement Project” list
e Opening an existing project not listed in the “Recent Procurement Project” list

Create new procurement project
Under “Open recent” in the start menu, click the button “New Procurement” located at
the bottom right of the window. This will open the File Explorer.

Open Recent Procurement Project

Open Recent

Settings

ProTendering will | Open from Folder

expire on
2022-01-31.

Choose where to save your file and then name your file. Click “Save”.
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< =
@) Save s b
£ || « Documents > ProTendering v | O O Search ProTendering P .
Organize * New folder Bz - (7] Tt roJeCt
MName Date modified Type (o]
st Quick access
@ ExampleProcurement.pt 12/14/2020 12:45 PM PTFile
< Creative Cloud Files
@ OneDrive - Personal
[ This PC
¥ Network
w
< >
File namel Ity Praject I "|
Save astype: | Protendering Project (pt) (.p0) v Open from Folder
~ Hide Folders
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You have now created a ProTendering file on your computer and the project opens.

& | Project Profile ¢ Documents & Price Lists Summary 8 REQ Tender Import B Tender Evaluation > Result Summary

My Project

Select a date SEK

Purchaser Profile

Reset Apply

You can now fill in the following fields of your choosing:
e Project name
o This field is mandatory and will be visible in the tender form.
Project number
o Thisfield is optional and will not be visible in the tender form.
e Project members
o Thisfieldis optional and will not be visible in the tender form.
e Answer date
o This field is optional and will be visible in the tender form.
e Currency
o This field is optional but will be visible in the tender form.
e Purchaser profile
o These fields are optional and will be visible in the tender form.
e Additional Information
o Thisfield is optional and will not be visible in the tender form.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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@ My Project - o ®
File
§ ] Project Profile ¢ Documents & Price Lists ~ [SP Summary & RFQ #{F] Tender Import [ER Tender Evaluation > Result Summary
Project Name -
| My Project |

Project Number

Optional field |

Project Members (Optional)

Here you can write names and contact info for internal use |

Answer Date (Optional) Currenc

11/15/2021 | |SEK -|

Purchaser Profile

Full Name

Under purchaser profile you write your contact information and this information will be exported to the tender form. |

Email Phone Number

Address1

Address2

City Zip Code

Country

Extra

Additional

Do not forget to click “Apply” to save your entries!

Extra

Additional Information
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Open a recently used procurement project
In “Open Recent” in the start menu, click on your desired project in the “Recent
procurement project” list and the project will open.

Open Recent Procurement Project

Open Recent

Settings

AB Testupphandling
Last update: 2020-12-16. Created: 2020-12-16. Path: C:\Users\

Demo project Fences and gates
Last update: 2021-11-15. Created: 2021-11-08. Path: C:\Users\

Open from Folder
ProTendering will

expire on
2022-01-31.

Open an existing procurement project not listed in the recent project list
In “Open Recent” in the left-hand menu, click the button “Open from Folder” located in
the bottom right corner of the window.

@) ProTendering 0.2.4.0 Closed Beta - m]

Open Recent Procurement Project

Open Recent

Q5

Settings

ProTendering will Open from Folder

expire on
2022-01-31.
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This will open the File Explorer. Browse to your ProTendering project file (.pt) and select

Type

PTFile
PTFile
PTFile

v
>

ProTendering Project (.pt) (*.pt) v ling Open from Folder

“O pe nn.
Name . Date maodified
3 Quick access @ ot
& Creative Clor @ ExampleProcurement.pt
@ OneDrive - P @ extre.pt
[ This PC
¥ Network
<
File name||.”.pt ‘/‘
Qpen I

Cancel

Setting up documents and price lists

The next stepis to set up the basis for your tender form. Under the main tab “Documents
& Price Lists” you import and create the price lists and demand documents that are
going to be used in the procurement. ProTendering supports imports of demand
documents in the formats .docx, .doc and .pdf and price lists in the format .xlxs.

Import demand document

On the top half of the screen click “Import Demand Document”. This will open the File

Explorer.

E::l Project Profile

@ Documents & Price Lists

Summary & RFQ

Import Demand Document
Import Policy & Regulatory Document

Expand All  Collapse All

Create Demand Document Export Price List Template
Create Functional Demand Document
Create Price List

Create Policy 8 Regulatory Document
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Locate your file and press “Open”. Allowed formats are .docx, .doc and .pdf.

@ My Project

7+ Quick acces:

11/6/2021 4:33 PM

@ Dema requirement - Functional demand...

& Creative Clo @ Demo requirement specification 1 Fence...

& OneDrive - P @ Demo requirement specification 2 Gates....
@ Demo requirement specification 3 Entran...  11/6/2021 £:42 PM

[ This PC

|_j MNetwork

(%) Open *
0N <« Desktop » PT » v O S Search
Organize = MNew folder == ~ [ o
MName Date modified Type

Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...

>

File nam w

PDF file (.pdf) (*.

‘Word Document (.doc, .docx) (*.doc;*.docx)

df)

You have now imported the file and all sentences that include the words “shall” and
“should”, with applicable synonyms, have been sorted into either the shall or should

demand type for further handling.

Should demands have four levels of importance:

e Critical

e Veryimportant, thisis the default level allimported demands are set to
e Important

e Lessimportant

Create Policy & Regulatory Document
Expand All  Collapse Al

1 Demo requirement specification 1 Fences

“ Section Demand Statement

4 1.1 Chapter 1 General requirements
#1141 Sl units shall be used.

“1.1.2 Chapter 1.1 Fences

#1122 Its very important to secure the fences towards intruders, therefore it should not be
for @ man to cut the fence open with manual tools.

“1.1.3 Chapter 1.2 Barbed wires
21131 Fences should thersfore be equipped with barbed wire.

#1132 Barbed wire should be minimum 30 cm in height, this is an important demand.

< 1.1.4 Chapter 1.3 design

#1141 A less important demand is that the whole fence should be green.

Attachments Comment
Required

#1121 It s critically important to have high fences, therefore minimum height should be 3 m.

possible

Attachment  Demand

Type

Shall Demand

Should Demar

Should Demar

Should Demar

Should Demar

Should Demar

Resp

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Create demand document
On the top half of the screen click “Create Demand Document”.

@ My Project

File

:] Project Profile @ Documents & Price Lists Summary & RFQ Tender Import

Create Functional Demand Document

Create Demand Document

Expand All  Collapse All

In the dialog window, name your demand document and press “Add”.

) My Project - o X

Create Demand Document

Created demand doc

You have now created a demand document and can add demand chapters and demands

manually, in order to create a full demand document.

Import Policy 8 Regulatory Document Create Price List
Create Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
Section Demand Statement Attachmen

2 Created demand doc

Section Demand Statement Attachmen
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Add demand chapter
Note that you need to have a demand document to add demand chapters. Right-click on
the demand document you want to add a chapter to and click “Add Chapter”.

) My Project - [u] X
File

& | Project Profile Documents & Price List Summary & RFQ Tender Import Tender Evaluation Result Summay
ry P ry

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document

Import Policy & Regulatory Document

Create Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
;

Section Demand Statement Attachments Comment Attachment Demand F
Required  Requied  Type
2 Created demand doc
Se 'Add Chapter Demand Statement Attachments Comment  Attachment ~ Demand F
Required  Requied  Type
'Add Demana
Rename
Delete

In the dialog window, name your chapter and press “Save”.

) My Project - o X

Add Chapter

Created demand chapter

You have now created a demand chapter. Note: you can add sub-chapters by right-
clicking on a chapter and click “Add chapter”.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Rename demand document or demand chapter

Double-click or right-click and click “Rename” on the document or chapter you want to

rename.

) My Project — o X
File

D Project Profile ‘/f) Documents & Price List Summary & RFQ Tender Import @1 Tender Evaluation Z Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document

Import Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
F

Section Demand Statement Attachments Comment Attachment Demand F
Required  Required Type
2 Created demand doc
Seq Add Chapter Demand Statement Attachments Comment Attachment  Demand F
Required  Required Type
Add Demand
Delete
H “ ”
In the pop-up change the name and click “Save”.

@ My Project - [u] s

Rename Demand Document #2

| Created demand doc

Edit Chapter #2.1

‘ Created demand chapter

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Delete demand document or demand chapter
Double-click or right-click and click “Delete” on the document or chapter you want to
delete.

) My Project - [u] X

File

::l Project Profile ‘@ Documents & Price List B’ Summary 8 RFQ -'El Tender Import @1 Tender Evaluation Z Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Do e

Import Policy & Regulatory Document

y Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
b

Section Demand Statement Attachments Comment Attachment Demand F
Required  Requied  Type
2 Created demand doc
Sel Add Chapter Demand Statement Attachments Comment  Attachment ~ Demand F
Required  Requied  Type
Add Demand
Rename
Delete
< >

In the pop-up click ”Yes”.

@ My Project — [m] *
File

@ Project Profile ﬁ Documents & Price List Eb Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary

preT——

Confirm Deletion

You cannot undo this action, Are you sure you want to delete this dacument?

[ —— ——

Requied  Required Type

4 2.1 Created demand chapter

211 Here is were you write the demand Ifyou are goir n 4 Should Demar

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Add demand
Note that you need to have a demand document to add a demand. Right-click on the

demand document or the demand chapter you want to add a demand to and click “Add
demand”.

1Demo requirement specification 1 Fences
b

Section Demand Statement

2 Created demand doc

Se

Rename

Delete

Required  Required

Attachments Comment  Attachment ~ Demand

Type

Tt Demand Statement Attachments Comment  Attachment ~ Demand
Required  Required Type
Add Demand

R

R

A dialog window with open and you can now fill in the following information:

Demand statement

o Theactual demand
Description

(@]
Attachment from supplier
Attachments
Paragraph
Comment from supplier

You will be also asked to select importance level:

Shall demand

Should demand, critical

Should demand, very important
Should demand, important
Should demand, less important

Only “Demand Statement” and “Importance Level” are mandatory, the rest of the fields
are optional.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

150f 81



@ProTendering Manual v 0.3.0
2021-11-17

@ My Project - [m] x
File

'ﬂ Project Profile 0 Documents & Price List E Summary & RFQ ﬁ Tender Import ‘ Tender Evaluation z Result Summary

Import Demand Document Create Demand Document Export Price List Template

Demand Statement A

B Here is were you write the demand ‘

Description (optional)
1 R
Write here if you want to further explain, mainly used for imported documents ‘

Attachments

P
‘ If you are going to attach files related to this demand, write the name of the file here ‘ !

(’ Comment from Supplier Required

Comment Instruction

‘ If you want the supplier to leave a comment on the demand, write your question or requirement here ‘

() Attachments from Supplier Required

Attachment Instruction

If you want the supplier to leave a comment on the demand, write your question or requirement here ‘

Paragraph

If your is from a di i ing the paragraph can give you context, mainly used for imported documents ‘

O Shall Demand, Mandatory
O Should Demand, Critical

@ Should Demand, Very Important
O Should Demand, Important

O Should Demand, Less Important

When you are done, press “Add”. If you want to add another demand, you can click “Add
& New”. This will add the demand and open a new “Add Demand” window.

U Should Demand, Less Important

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Edit demand
Double-click or right-click on the demand you want to edit and choose “Edit”.

@ My Project

File

Eﬂ Project Profile @ Documents & Price List Summary & RFQ Tender Import @

Expand All  Collapse All

1 Demo requirement specification 1 Fences

Demand Statement Attachments

! Section

2 Created demand doc

Section Attachments C

Demand Statement

4 2.1 Created demand chapter

#2141 el rite the demand
Delete

If you are goir

A dialog window will open and you can now edit your demand. When you are done, press
“Save”. If you want more information about this window, look at the section “Add
demand”. By clicking "Save & Next" you will automatically open the next demand for

editing.

&) Demo project Fences and gates

Edit Demand #1.1.1

Sl units shall be used.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Create and import policy & regulatory document (P&R)

Policy and regulatory documents are treated the same way as demand documents. Shall
and should demands are handled the same way but are available as a separate class of
documents in order to make the RFQ clearer. Policy and regulatory documents can be
used for regulations on the tender process, environmental standards, security standards,
contracts, and alike. For more information, look at the sections for regular demand
documents.

On the top half of the screen click either “Create Policy and Regulatory Document” or
“Import Policy and Regulatory Document”.

551'] Project Profile @ Documents & Price Lists Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary

Import Demand Document a ume Export Price List Template
m

Create Functional Demand Document
Import Policy 8 Regulatory Document

Create Policy & Regulatory Document

Expand Al Collapse All

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Create functional demand document

Functional demands are a type of demands that the supplier cannot self-score on. The
supplier will be asked for information or other facts to be evaluated. They have to be
evaluated by the purchaser who gives each supplier a score point from O to 5 depending
on performance.

On the top half of the screen click “Create Functional Demand Document”.

& ] Project Profile @ Documents & Price Lists Summary & RFQ Tender Import [BR Tender Evaluation > Result Summary

Export Price List Template

Expand Al Collapse All

In the dialog window name your demand document and click “Add”.

@ My Project - m] X

Create Functional Demands Document

Intruder protection - functional demands

You can now add functional demands.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Rename functional demand document

Double-click or right-click and click “Rename” on the functional document you want to

rename.

) My Project
File

& | ProjectProfile 2 Documents & Price List Summary & RFQ Tender Import
P — — e ——

Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

Create Policy & Regulatory Dacument

Expand Al Collapse All

1 Demo requirement specification 1 Fences
! Section Demand Statement

2 Demo requirement specification 2 Gates
Section Demand Statement

3 Demo requirement specification 3 Entrance process gates
Section Demand Statement

I 4 Price Fences & Gates

5 Contract Orgalime

L Section Demand Statement

@ Tender Evaluation

> Result Summary

Attachments Comment Attachment Demand R
Required  Required Type
Attachments Comment Attachment  Demand R
Required  Required Type
Attachments Comment  Attachment ~ Demand R
Requied  Required Type
Attachments  Comment  Attachment ~ Demand R
Required  Required Type
Attachments Comment Instruction Attach

< 6 Intruder pr ; ot ds
Add Functional Demand
Section D mportance Detailed Description
name

Delete

Export

In the pop-up change the name and click “Save”

2 My Project

Rename Func Demand Doc #6

Intruder protection - functional demands

ich

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

20 of 81



@ProTendering Manual v 0.3.0
2021-11-17

Delete functional demand document
Double-click or right-click and click “Delete” on the functional document you want to
rename.

) My Project - [u] X
File

D Project Profile ‘@ Documents & Price List E’ Summary & RFQ E Tender Import @l Tender Evaluation Z Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document

Create Policy & Regulatory Dacument

Expand Al Collapse All

1 Demo requirement specification 1 Fences
b

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
v Section Demand Statement Attachments Comment Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type

I 4 Price Fences & Gates

‘ 5 Contract Orgalime

Section Demand Statement Attachments Comment  Attachment ~ Demand F
Required  Requied  Type
< 6 Intruder pr ; ot ds
Add Functional Demand
Section portance Detailed Description Attachments Comment Instruction  Attach
Rename
Export
< >

In the pop-up click “Yes”.

2 My Project — [m] X

File

& | ProjectProfie (% Documents & Price List (S} Summary & RFQ Tender Import [ER tender Evaluation > Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document

Create Policy & Regulatory Document

Confirm Deletion

You cannot undo this action. Are you sure you want to delete this document?

[ —— ——

Required  Required Type

4 2.1 Created demand chapter

211 Here is were you write the demand If you are goir o 4 Should Demar

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Add functional demand
Note that you need to have a functional demand document. Right-click on the document
you want to add a demand to and click “Add Functional Demand”.

- Project Profile @ Documents & Price List E’ Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary

Expand Al Collapse All

1 Demo requirement specification 1 Fences
b

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments Comment Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
L Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type
I 4 Price Fences & Gates
5 Contract Orgalime
L Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type

“ 6 Intruder pr FTEE—— ds
I unctional Deman I
Section portance Detailed Description Attachments Comment Instruction  Attach

Rename

Delete

Export

A dialog window will open and you can now fill in the following information:

Demand statement

Detailed description (optional)

Attachments (optional)

Comment instruction (optional)

Attachment instruction (optional)

Evaluation method

Requirements for 5 points (use standard or own definition
Requirements for 4 points (use standard or own definition
Requirements for 3 points (use standard or own definition
Requirements for 2 points (use standard or own definition
Requirements for 1 point (use standard or own definition)
Requirements for O points (use standard or own definition)

Assign responsible (optional information about responsible person on purchaser
side for evaluation of demand)

)
)
)
)

You will be asked to select importance level:

Very important
Less important

When you are done, click “Add” and the functional demand will be added to your
functional demand document.

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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€] Projectprofile £ Documents & Price List [ Summary & RFQ #{F] Tender import Bh tender bvatuation 2 Result Summary

T
1 .
© Add Functional Demand

Demand Statement B

C | Here s were you weite the demand |

Detailed Description

| Wirite here if you want to further deseribe the demand |

| 1 you are geing to attach files related to this demand, write the names of the Fles here |

Comment Instruction

| 1 you want the supplier to leave 3 comment on the demand, write your Guestion of requirement here |

Attachment Instruction

| I you want the supplier to attach & file relsted 1o the demand, write your requinement here |

Evaluation Method

Define how you are going to evakuate the demand |

IE1ETE

Requirements for § Points

| Define what the requirements for the highest score ae here |

| Requirements for 4 Points

You da nat have to use all 6 leveis. |

IpﬁL rements for 3 Points

I | F
[ |F£.. rements for 2 Points

4 | F

Requirements for 1 Point |

ac
Requirements for 0 Paints b
Bt

Dafine what will result in the lowest score here |

Assign Responible (intemal)

@
O o

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB
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Edit functional demand
Right-click on the demand you want to edit. A menu will appear.
Choose “Edit”.

' Section Demand Statement Attachments Comment  Attachment  Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
“ Section Demand Statement Attachments Comment  Attachment  Demand R
Requied  Required Type
4 2.1 Chapter 1 General requirements
" 2.1.1 Chapter 1.2 Gates
' 2.2 Chapter 2 Material
3 Demo requirement specification 3 Entrance process gates
L Section Demand Statement Attachments Comment  Attachment  Demand [
Required  Required Type
I 4 Price Fences & Gates
5 Contract Orgalime
L Section Demand Statement Attachments Comment  Attachment  Demand [
Requied  Required Type
< 6 Intruder protection - functional demands
Section Demand Statement Importance Detailed Description Attachments Comment Instruction Attac
#60.1 LEzznt gates should be secu| Very Impartant | Tenders that are evaluated | map.pdf | Describe method for purch | Attact
2602 | ER JE gates should only allo| Less Important [ Tenders that are evaluated | | Describe functionality of de| Attact
Delete

A dialog window will open and you can now edit your demand.
If you want more information about this window, look at “Add functional demand”.

[Edit Functional Demand

EsmEl i ar ey e derrarad pzu e be dnr oz remosit o cusibon bere

T ———

Het pan e e i o] svohine hose el the supa br WIS o serand

Hure pauwnts whin i e e 52 reach four pairte.
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Export price list template
Toimport a price list it has to be imported using the price list template provided in the
software.

On the top half of the screen click “Export Price List Template”.

@ Iy Project

File

Summary & RFQ ". Tender

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

::l Project Profile @ Documents & Price Lists

Create Policy & Regulatory Document

Collapse All

Expand All

This will open the File Explorer. Pick the location you want to save the file in,name it and
save. The program will now create an excel-file with a template and a pop-up will appear.

e Toopenthefileclick "Open”.
e Toopen the folder where the file is located click "Show in Folder”.
e Tocontinue working in ProTendering press “Close”.

) Demo project Fences and gates
File

& | ProjectProfile 2 Documents & Price List (S} Summary & RFQ Tender Import [ER tender Bvaluation > Result summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document

Create Policy & Regulatory Document.

Expand Al Collapse Al

1 Demo reauirement specification 1 Fences

Export Complete!

An empty price list template document has been created

Open Template Show in Folder Close I

I 4 Price Fences & Gates

5 Contract Orgalime
Section Demand Statement Attachments Comment  Attachment ~Demand R
Required  Requied  Type

6 Intruder protection - functional demands
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Import price list

Note that you need to import the price list with the price list template. See “Export price

list template” for more information.

On the top half of the screen Click “Import Price List”. This will open the File Explorer.

Locate your file and press “Open”.

@ My Project

File

Project Profile @ Documents & Price Lists Summary & RFQ

". Tender ||

Import Policy & Regulatory Document

Collapse All

Expand All

You have now imported your price list.

@ My Project - m] = |
File

& | ProjectProfie /2 Documents & Price List Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

Expand Al Collapse All

1Demo requirement specification 1 Fences
;

Section Demand Statement Attachments Comment  Attachment  Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments  Comment  Attachment  Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
! Section Demand Statement Attachments Comment Attachment  Demand R
Required  Required Type
“ 4 Price Fences & Gates
Section ArtNr  Description VendNr  TgtSh/TotBus TgtQty  Ord Price Unit NetPrice Qfyconv Ord Unit Produnit Warehouse Planned Del
#4041 | | Total price FENCES | lo |1 | lo lo | | | lo
=302 | [ Total price GATE | lo [ | [0 [0 | | | lo
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Create price list
On the top half of the screen Click “Create Price List”.

@ My Project

File

Summary & RFQ Tender Imj

Import Demand Document Create Demand Document Export Price List Template
Import Price List
Import Policy 8 Regulatory Document

::l Project Profile @ Documents & Price Lists

Create Functional Demand Document

Create Price List

Create Policy 8 Regulatory Document

Expand All  Collapse All

In the dialog window name your price list and press “Add”.

) My Project - o X

Create Price List

Price Fences & Gates

You have now created a price list and can now add price components, see “Add price
component”.

Expand Al Collapse All

1Demo requirement specification 1 Fences
;

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments Comment Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
L Section Demand Statement Attachments  Comment  Attachment  Demand R
Required  Required Type

“ 4 Price Fences & Gates

Section ArtNr  Description Vend Nr  TgtSh/Tot Bus TgtQty  Ord Price Unit NetPrice Qtyconv OrdUnit Prod unit Warehouse Planned Del
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Rename price list
Torename a price list double-click or right-click on the price list and click “Rename”.

:::l Project Profile @ Documents & Price List Summary & RFQ Tender Import

Expand Al Collapse All

1 Demo requirement specification 1 Fences
! Section Demand Statement Attachm
2 Demo requirement specification 2 Gates
I Section Demand Statement Attachm

3 Demo requirement specification 3 Entrance process gates
[

Section Demand Statement Attachm
“ 4 Price F
Add Price Component
Section == | Vend Nr  Tgt Sh/Tot Bus Tgt Qty  Ord Price Unit Met Price  Qty con
Delete
Expart

In the pop-up change the name and click “Save”.

& My Project - o X

Rename Price List #4
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Delete price list
To delete a price list right-click on the price list and click “Delete”.

@ My Project
File

Project Profile

Summary & RFQ Tender Import

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

@ Documents & Price List

Create Policy & Regulatory Document

Expand All  Collapse All

1 Demo requirement specification 1 Fences
! Section Demand Statement A
2 Demo requirement specification 2 Gates
! Section Demand Statement A

3 Demo requirement specification 3 Entrance process gates
b Section Demand Statement A

“ 4 Price F .
Add Price Component
Section Re Vend Nr  Tgt Sh/TotBus TgtQty  Ord Price Unit MNet Price
name
| Delete |
Export

In the pop-up click “Yes”.

& My Project — [m] *
File

& | ProjectProfie 2 Documents & Price List (S} Summary & RFQ Tender Import B tender Bvaluation > Result Summary

Confirm Deletion

You cannot undo this action. Are you sure you want to delete this document?

[ —— ——

Required  Required Type

< 2.1 Created demand chapter

211 Here is were you write the demand Ifyou are goir o 4 Should Demar
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Add price component
Note that you need to have a price list. Right-click on the price list you want to add an
item to and click “Add Price Component”.

fi::l Project Profile @ Documents & Price List Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

Create Policy & Regulatory Dacument

Expand Al Collapse All

1 Demo requirement specification 1 Fences
b

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments Comment Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
L Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type
. 3
ibricey JLAdd Price Companent |
Section e Vend Nr  TgtSh/TotBus TgtQty  Ord Price Unit NetPrice Qtyconv OrdUnit Prod unit Warehouse Planned Del

Delete

Export

A dialog window will open and you can now fill in the following information:

Article/Service Number (Optional)
Description (Mandatory)

Vendor Material Number (Optional)
Target Share of Total Business (Conditionally optional)
Target Quantity (Conditionally optional)
Ordering Price Unit (Optional)

Net Price (to be filled in by supplier)
Quantity Conversion (Optional)
Ordering Unit (Optional)

Production Unit (Optional)

Warehouse (Optional)

Planned Delivery Time (Optional)
Target Price (Optional)

Text (Optional)

Line Item Text (Optional)

Note that either Target Share of Total business or Target Quantity has to be filled in.
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When you are done, press “Add” and the component has been added to the price list.

& My Project - ] X

Add Price Component

This is optiona
Write the name of the component

For your supplier to fill in R

0

Note that only the following information will be visible for the supplier:
e Article/Service Number
e Description
e Vendor Material Number (optional for the supplier to fill in)
e Ordering Price Unit
e Net Price (to be filled in by supplier)
¢ Planned Delivery Time (optional for the supplier to fill in)
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Edit price component
Double-click or right-click on the item you want to edit and choose “Edit”.

) Demo project Fences and gates

File

& | ProjectProfile  # Documents & Price List Summary & RFQ Tender Import B tender Evalustion > Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document

Create Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
;

Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type
2 Demo requirement specification 2 Gates
Section Demand Statement Attachments Comment  Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
b Section Demand Statement Attachments  Comment  Attachment  Demand R
Required  Required Type

“ 4 Price Fences & Gates

Section ArtNr  Description Vend Nr  TgtSh/TotBus TgtQty  Ord Price Unit NetPrice Qtyconv Ord Unit Prod unit Warehouse Planned Del
24011 Lictat ocice FENCES | lo |1 | lo lo | | | lo
a0 L] foms | o - R O O I le

5 Cont Delete

L

Section Demand Statement Attachments Comment Attachment  Demand F

Required  Required Type
¢ 6 Intruder protection - functional demands

A dialog window will open and you can now edit your price component.
When you are done, press “Save”.

) Deme project Fences and gates

! Edit Price Component #4.0.1

Total price FENCES ‘

If you want more information about this window, look at the section “Add price
component”.
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Delete demand or price component

Mark the item or demand you want to delete and either right-click and choose “Delete”
or press the delete button on your keyboard. For price lists you also have the option of
multi-selecting items and deleting them at the same time.

(%) Demo project Fences and gates
File

& | ProjectProfile 2 Documents & Price List Summary & RFQ 3F] Tender import B Tender Evalustion > Result Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document

Create Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences

Section Demand Statement Attachments  Comment  Attachment  Demand F
Required  Required Type
2 Demo requirement specification 2 Gates
Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
t Section Demand Statement Attachments Comment Attachment  Demand R
Required  Required Type
“ 4 Price Fences & Gates
Section AtNr  Description VendNr  TgtSh/TotBus TgtQty  Ord Price Unit NetPrice Qtyconv Ord Unit Produnit Warchouse Planned Del
FENCES | lo |1 | lo lo | | | lo
poates [ [o [ \ o o \ \ \ [o
5 Contr Loz ]
! Section Demand Statement Attachments Comment Attachment  Demand R
Required  Required Type
© 6 Intruder protection - functional demands
. . . . . “ ”
A confirmation window will appear, click “Yes”.
) Demo project Fences and gates - ] X
File
& | ProjectProfile P Documents & Price List [P Summary & RFQ Tender Import B Tender Evaluation > Result Summary

Confirm Deletion

You cannot undo this action. Are you sure you want to delete this record?

Required  Required Type
3 Demo requirement specification 3 Entrance process gates
! Section Demand Statement Attachments Comment Attachment  Demand
Required  Required Type
“ 4 Price Fences & Gates
Section ArtNr  Description VendNr TgtSh/TetBus TgtQty  Ord Price Unit NetPrice Quyconv OrdUnit Produnit Warehouse Planned [
2401 | | Total price FENCES. | lo [ | lo lo | | | lo
=402 | [Total price GATES | Jo [1 [ [o [o [ [ [ Jo

_ 5 Contract Orgalime
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Export price list or functional demand document

Right-click the price list or functional demand document you want to export and click

“Export”.

) My Project
File

Summary & RFQ Tender Import
[ Y — Create Demand Document Export Price List Template

Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

Create Policy & Regulatory Dacument

Project Profile /2 Documents & Price List

Expand Al Collapse All

1 Demo requirement specification 1 Fences
5

@l Tender Evaluation

> Result Summary

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments Comment Attachment ~ Demand R
equired  Required
3 Demo requirement specification 3 Entrance process gates
! ection Demand Statement Attachments Comment  Attachment  Demand R
Required  Required Type
. 3
ibricey Add Price Component
Section f— Vend Nr  TgtSh/TotBus TgtQty  Ord Price Unit NetPrice Qtyconv Ord Unit Prod unit Warehouse Planned Del
Delete
I Export I

) My Project
File

Summary 8 RFQ Tender Import

Project Profile  #2 Documents & Price List

Expand Al Collapse All

1 Demo requirement specification 1 Fences
;

B Tender Evaluation

> Result Summary

Section Demand Statement Attachments  Comment  Attachment ~ Demand R
Required  Required Type
2 Demo requirement specification 2 Gates
! Section Demand Statement Attachments Comment Attachment ~ Demand R
Required  Required Type
3 Demo requirement specification 3 Entrance process gates
L Section Demand Statement Attachments  Comment  Attachment ~ Demand F
Required  Required Type
! 4 Price Fences & Gates
5 Contract Orgalime
L Section Demand Statement Attachments  Comment  Attachment  Demand R
Required  Required Type
< 6 Intruder pri : - - ds
Add Functional Demand
Section portance Detailed Description Attachments Comment Instruction Attach
Rename
Delete
IB(pmrt I
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This will open the File Explorer. Pick the location you want to save the file in, name it and
save.

The program will now create an excel-file and a pop-up will appear.
e Toopen the file click "Open Result Form”.
e Toopenthe folder where the file is located click "Show in Folder”.
e Tocontinue working in ProTendering press “Close”.

@ Demo project Fences and gates - o X
File

& ] Project Profile @ Documents & Price Lists  [5* Summary & RFQ Tender Import B Tender Evaluation > Resuit Summary

Import Demand Document Create Demand Document Export Price List Template
Import Price List Create Functional Demand Document
Import Policy & Regulatory Document Create Price List

Create Policy & Regulatory Document

Expand Al Collapse All

1 Demo requirement specification 1 Fences
¥

=== el em s Bttarhmante  Crmmant Bétarhmant  Pamand Raen

Export Complete!

Price list was exported successfully,

5 Contract Orgalime
b Section Demand Statement Attachments Comment Attachment ~ Demand Resp.
Required  Required Type
I 6 Intruder protection - functional demands

@ Demo project Fences and gates - o X
File

& ] Project Profile &P Documents &Price Lists [ Summary & RFQ Tender Import B Tender Evaluation > Result Summary

Expand Al Collapse All

1 Demo requirement specification 1 Fences
:

—=— el —— e e M e i et ——

Export Complete!

Functional demand document was exported successfully.

[Coreoeemen Show nFokir |

5 Contract Orgalime
P Section Demand Statement Attachments Comment Attachment Demand Resp
Required  Required Type
! 6 Intruder protection - functional demands
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Summary and RFQ

Summary Table for Demands and Price Lists

The summary shows the name of all your imported and created documents and price
lists, along with their type and the date when you added them. For documents with
demands it will show you the number of shall and should demands you have in the
document and for price lists it will show you how many different articles you have.

When opening the tab for the first time it will not show the weight. Go to the file menu
and click “Summarize” and the weights will be calculated

o project Fences and gates
File
ez @ Documents & Price Lists E’ Summary & RFQ Tender Import @\ Tender Evaluation Z Result Summary
Save
Save As.
Summarize ‘pution
Close Project o Functional Demand Documents Price Lists
20 50
& Price Lists
Name Added Type Weight Shall/Should Items
Demo requirement specification 1 Fences 10/20/2021 &:... Demand Docu... NaN 15
Demo requirement specification 2 Gates 10/20/2021 8.  DemandDocu..  NaN 172
Demo requirement specification 3 Entrance process gates 10/20/20218:..  Demand Docu..  NaN o3
Brice Fences & Gates 10/20/2021 8. Price List NaN 2
Contract Orgalime 10/20/2021 &:... P&R NaN 170
Intruder protection - functional demands 10/20/2021 8.  FuncDemand..  NaN -2
Calculate Weights Create Tender Form

Change weights on types

The program assigns default weights to your documents. Price lists have a combined
default weight of 50 %, demands 30 % and functional demands 20 %. Note that shall
demands are disregarded when calculating the weight since shall demand are
disqualifiers and not relevant for weighting.

To change the default weights, edit the top three corresponding fields to the weight you
want. You can use decimals but make sure to use a period () and not a comma (,) as the
divider.

@ Wy Project - 0o x

File

& | Project Profile @ Documents & Price Lists [E» Summary & RFQ Tender Import [Er Tender Evaluation > Result Summary

Weight Distribution

Demand Documents Functional Demand Documents Price Lists

30 20 50

Documents & Price Lists

Name Added Type Weight Shall/Should tems

Demo requirement specification 1 Fences 11/6/202185..  Demand Docu..  15% 1/5
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Note that you need to make sure the three fields add up to 100 before you press re-
calculate.

However, it is okay if it only rounds up to 100, for example if you would like the weight to
be divided equally between the three types.

@ My Project - [u] X ‘
File

& | Project Profile Documents & Price Lists Summary & RF Tender Import Tender Evaluation Result Summal
ry B 37

Weight Distribution
Demand Documents Functional Demand Documents Price Lists

30 20 50

Documents & Price Lists

Name Added Type Weight Shall/Should ltems

Demo requirement specification 1 Fences

11/6/2021 85...  Demand Docu...  15% 1/5

To use the new distribution, click “Calculate weights” to re-calculate the other
documents/price lists and the remaining share for the document type will be shared
according to the same principles as before.

@ My Project - ] x ‘
File

3:] Project Profile @ Documents & Price Lists Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary

Weight Distribution
Demand Documen ts Functional Demand Documents Price Lists

30 20 30

Documents & Price Lists

Name Added Type Weight Shall/Should ltems
Demo requirement specification 1 Fences 11/6/202185..  DemandDocu..  15% 15
Demo requirement specification 2 Gates 11/6/2021%:1..  Demand Docu.. 2% £l
Demo requirement specification 3 Entrance process gates 11/6/20219:1..  Demand Docu..  13% o3
Brice Fences & Gates 11/6/2021 %:1... Price List 50% 2
Contract Orgalime 11/6/202193..  P&R 0% 10
Intruder protection - functional demands 11/6/2021 %4 FuncDemand..  20% -2

Calculate Weights I Create Tender Form
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Change weight on specific document or price list
The program assigns default weights to your documents and price lists.

¢ Demand documents are assigned a value corresponding to their share of all

should demands.

¢ Functional demand documents are given a share corresponding to their share of

all functional demand documents.

e For price lists the weight assigned is equally divided amongst all price lists.

To edit the weight double-click or right-click the document/price list and press “Edit

H ”
Weight”.
) Demo project Fences and gates - [u] X
File
& | ProjectProfile P Documents & Price Lists Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

Weight Distribution
Demand Documents Functional Demand Documents Price Lists

30 20 50

Documents & Price Lists

Name Added Type Weight Shall/Should Items
Demo 1 Fences 10/20/20218...  Demand Docu..  14% s
I Edit Weight I i
Demo requirement specification 2 Gates 10/20/20218...  Demand Docu.. 5% 72
Demo requirement specification 3 Entrance process gates 10/20/20218...  Demand Docu..  11% 03
Price Fences & Gates 10/20/2021 8. Price List 50% 2
Contract Orgalime 10/20/20218.. P&R 0% 0
Intruder pratection - functional demands 10/20/20218...  FuncDemand..  20% -2

Calculate Weights Create Tender Form

In the pop-up write your new weight and click “Save Locked Weight”.

‘ @ Demo project Fences and gates - ] *

| ‘oo Edit Weight of Demo requirement specification 1 Fences

013

Docum

Unlock Weight
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This weight will now be locked and not change when you re-calculate how the weight
should be distributed among the other documents and price lists.

To use the new distribution, click “Calculate weights” to re-calculate the other
documents/price lists and the remaining share for the document type will be shared

according to the same principles as before.

@ My Project

File

ﬂ Project Profile ﬁ Documents & Price Lists Summary & RFQ

Weight Distribution
Demand Documents Functions| Demand Documents

30 20
Documents & Price Lists

Name

Demo requirement specification 1 Fences

Demo requirement specification 2 Gates

Demo requirement specification 3 Entrance process gates

Price Fences & Gates

Contract Orgalime

Intruder protection - functional demands

Tender Import

Added

11/6/2021 &5...

11/6/20219:1...

11/6/2021 9:1...

11/6/20219:1...

11/6/2021 9:3...

11/6/2021 9:4...

Type

Demand Docu...

Demand Docu...

Demand Docu...

@ Tender Evaluation Z Result Summary

Lists
Weight ShallfShould ltems
15% 15
2% 21
13% o3
50% 2
0% 140
20% 12

Calculate Weights I Create Tender Form

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

39 0f 81



@ Profendering Manual v 0.3.0

2021-11-17

Unlocking the weight on document or price list
If you have assigned a custom weight to a price list or document but now instead want it
to be distributed equally you need to unlock the weight again.

To edit the weight right-click the document/price list and press “Edit Weight”.

(%) Demo project Fences and gates - [u] X
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import B tender Evalustion > Result summary

Weight Distribution
Demand Documents Functional Demand Documents Price Lists

|20 |20 |s0

Documents & Price Lists

Name Added Type Weight Shall/Should ltems
Demo requirement specification 1 Fences 10/20/20218:..  Demand Docu..  14% 1”5
Edit Weight .
Demo requirement specification 2 Gates 10/20/20218...  DemandDocu.. 5% 72
Demo requirement specification 3 Entrance process gates 10/20/20218:..  Demand Docu.. 1% o3
Brice Fences & Gates 10/20/2021 ... Price List 50% 2

In the pop-up write click “Unlock Weight”.

@ Demo project Fences and gates - m] ®

‘et Edit Weight of Demo requirement specification 1 Fences

| 013 ‘
Docum

Save Locked Weight

Press “Re-calculate” and the document or price list will go back to being equally weighed
with the others.

Demo requirement specification 3 Entrance process gates 11/6/20219:1..  Demand Docu..  13% o3
Price Fences & Gates 11/6/2021 9:1... Price List 50% 2
Contract Orgalime 11/6/2021 93... P&R 0% 10
Intruder protection - functional demands 11/6/2021 9:4... Func Demand... 20% -2

Calculate Weights I Create Tender Form
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Export RFQ/Tender form
The exported tender form is an excel file for the suppliers to fill in.

Click on the button “Generate Tender Form”.

@ My Project - m] X
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

Weight Distribution

Demand Documents Functional Demand Documents Price Lists

30 |20 [s0

Documents & Price Lists

Neme Added Type Weight Shall/Should Items
Demo requirement specification 1 Fences 11/6/202185..  Demand Docu..  15% s
Demo requirement specification 2 Gates 11/6/20219:1..  DemandDocu.. 2% 2n
Demo requirement specification 3 Entrance process gates 11/6/20218:1..  Demand Docu..  13% 3
Price Fences & Gates 11/6/20219:1...  Price List 50% 2
Contract Orgalime 11/6/202193..  P&R 0% 110
Intruder protection - functional demands 11/6/202194..  FuncDemand..  20% 2

This will open the File Explorer. Pick the location you want to save the file in,name it and
save. The program will now create an excel-file with your tender form and a pop-up will
appear.

e Toopenthe file click "Open”.

e To open the folder where the file is located click "Show in Folder”.

e Tocontinue working in ProTendering press “Close”.

2 My Project — [m] X
File

& | Project Profile &P Documents & Price Lists [ Summary & RFQ Tender Import B Tender Evalustion > Result Summary

Weight Distribution
Demand Documents Functional Demand Documents Price Lists

30 20 50

Documents & Price Lists

Created Tender Form

Tender form was created successfully.

Open Tender Form

Price Fences & Gates 11/6/2021 9:1... Price List 50% 2
Contract Orgalime 11/6/202193..  P&R 0% 170
ntruder protection - functional demands 11/6/2021 94... Func Demand... 20%

Calculate Weights Create Tender Form
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Using the Tender Form

Exporting the tender form creates an excel for the suppliers to fill in. The Tender form
can be made available to the suppliers as an attachment in any digital procurement
system, as a download on any web page, as an attachment in an e-mail or any other
digital communication way. When the supplier has answered by filling in the information
in the tender form, it can be imported back into ProTendering and the tender will
automatically be interpreted.

The file is protected so the supplier can only fill in the correct fields. If the file is unlocked
and fields other than input fields are edited, ProTendering will not allow you to import the
file.

Company information
The first sheet shows the contact information you added into the project profile, along
with fields for the supplier to fil in their company and contact information.

" U = u s

Bl Powered by ProTendering

Procurement for

Purchaser Info Project Info

Purchaser Name Paul Paulsson Project Name Demeo project Fences and gates
Phone Number +46711132233 Answer Date 2021-11-15
Email PP@purchaser.se Currency usD
Address 1 Street 1

Address 2

Zip Code 11111

City Stockholm

Country Sweden

Tender Info

Company Name |

[ 1D (minis one)

VAT number

Company Reg Number

DUNS Number

Bid Manager

Full Name

Title/Position

Phene Number

Email

Address 1

Address 2

Zip Code

ity
Country

Contract Signee
Full Name
Title/Position
Phone Number
Email

Address 1

Address 2

Zip Code

City

Country

I I e e I I S N e I I I L L I e

Contact Info Demo requirement specification Demo requirement specification1 Demo requirement specification2
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For each document and price list created in ProTendering there will be a corresponding
sheet in the Tender form.

Agoress 1
Address 2
Zip Code
city

County l

ContactInfo | Demo requirement specification | Demo requirement specificationl Demo requirement specification2 | Price Fences & Gates | Contract Orgalime |  Intruder protection - function | l

Note thatitis important that all mandatory fields in all of the sheets are filled in by the
supplier. In the demand sheets mandatory fields are highlighted in yellow.

Demand document tab
The demand documents and policy and regulatory documents display information about
the demand, and three fields per demand for the supplier to fill in.

e The first of the three fields is a response field where the supplier states their
compliance to the demand. For shall demands their response is either “Fully” or
“None”. For should demands the response alternatives are “Fully”, “Mainly”,
“Partly”, or “None”.

e The nextfieldis a field where the supplier can leave a comment. If you wrote an
instruction or question in ProTendering it will show up next to the comment field.

e [fyouticked thata commentis mandatory on the demand, the field will be
highlighted yellow.

e Thelast field is available in the case the supplier will send an attachment
connected to the demand. In that case the supplier writes the name(s) of the
attachment(s) here.

e |fyou wrote arequest for an attachment in ProTendering it will show up next to
the attachment field.

e Ifyou ticked that attachments are mandatory to respond with on the demand the
field will be highlighted yellow.

) K L [ [ o p o [ s
il Powered by ProTendering

2 Demo requirement specification 1 Fences

Chapter Name  Demand Statement Importance  Description Attachments

N Comment Instruction  Write Comment Here  Altachment Instruction

Y 1.1 Chapter 1 General requirements
51 units shall be used. Mandatory Choose Compliance
Level

s
6 1.1.2 Ohapler 1.1 Fences
It ks critically important to have high fences,  Gritical Chouse Compliance
7 therefore minimum height should be 3 m. Level
Its very important ta secure the fences very chonse Compliance ‘

towards intruders, therefore it should not be  Important Level
possible for a man to cul the fence open with
' manual tools.
4 1.1.3 Chapter 1.2 Barbed wires.
Fences should therefore be cquipped with  important Choose Compliance
- i \ = \ |
Barbed wire should be minimum 30 cm in  Important Choose Compliance:
n height, this is an important demand. Level
1 LL4 13
A less important demand s that the whole Less. Choose Compliance:
n fence should be green. Important Level
"
15
16
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Functional demand document tab
The functional demand sheets are very similar to the other demand sheets, but they will
also display your evaluation method.

nly allow for one person A security company will  Excellent: Professionals Good: Normal competent
challange and evaluate  unlikely to succeed within less intruders unlikely to succeed,  intruders intraders may amateur possible
than 30 minutes professionals within 5 minutes | 10 minutes

security.

Another difference is that the supplier can’t fill in their compliance so only the fields for
comments and attachments will be available.

L i n [v]

Bid
. . , . Write Attachment Name
‘oints Comment Instruction Write Comment Here  Attachment Instruction Here
criptions | Describe method for Attach detailed drawings
purchaser’s evaluation. and functional

specification documents

criptions | Describe functionality Attach detailed functional
of design description and detailed
drawings
Price list tab

The price list sheet displays a minimized version of the price list you filled in in
ProTendering where the supplier can fill in their own article number (vendor material
number) along with their price and delivery time.

B

5

i§l Powered by ProTendering
Price Fences & Gates

| Article/Servi Vendor Material Planned Delivery
icle/Service Description endor Matert Ord Price Unit Net Price fann g

Number Number Time

[Total price FENGES | | o]

‘Tntal price GATES |

(=]

N | b e

LR
1
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Import Tender

In this tab you import the answers the suppliers gave in the tender form. It is important
that you make no changes to your documents and price lists after you’ve sent out your
tender form since you are only able to import the answers if the import matches the
current tender form.

In the tab you also have a table where you can see the companies that have been
imported. The table shows the company name, what version you are on, when it was
added and the name of the tender file. You can also select what companies to use in the
evaluation here.

Import Tender from New Supplier
Note that this can only be used when you import a tender from a new supplier.

Click on “Import Tender from New Supplier”. This will open the File Explorer where you
select the tender form you want to import and press “Open”.

) My Project - O X ‘
File

& | ProjectProfile P Documents & Price Lists Summary & RFQ Tender Import [Br tender Evaluation > Result Summary

Added Usein

Evaluation

Latest Filename

Version

Company
Name

Imported tenders are added to the table and assigned the company name that was given
in the tender form.

ﬂ Project Profile ﬁ Documents & Price Lists Summary & RFQ Tender Import EX Tender Evaluation Z Result Summary

Import Tender from New Supplier

Company Latest Added Filename  Usein
Name Version Evaluation

Acceptab... 8id 11520 Tender. @D
Good Sec... Bid 11820 Tender. @D

SUPER SE... 8id 11/8/20.. Tender...

The answers can be viewed under the main tab “Tender Evaluation”.
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Import New Tender Version

Note that this is used only for companies you have already imported the “Bid” version
for. Itis also important that the company name, and the VAT nr, DUNS nr and/or the Reg
nr are the same as in previously imported versions.

There are two ways to import a new version:
¢ Through the detailed company information view
e Byright-clicking

Toimport through the company information view, click on the desired company and the
detailed company information will be visible on the right.

[ @] Bid Manager

"
[ e

Good Securily AB

aalal
E§

SUPER SECURITY

o Agert
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Under “Versions” click “Import New Version”. This will open the File Explorer. Select the
file you want to import and press “Open”.

5] Tender Impart

Acceptable Security AB m

Filenams Uz in Pealuation

Bid Manager

. Tender Acceptapl

2 [ @]

1 Mr Bieesa Grmanan
1 Terydar SUFER S .
Sales Agant
333333333
Company
Aezentable Sazurity A0 Broer e @isscurity com

SF323233.3233

Safe street T

The other way to import is to right-click on the desired company in the table and choose
“Import New Version”. This will open the File Explorer. Select the file you want to import
and press “Open”.

) Demo project Fences and gates - [u] X
File
& | ProjectProfie P Documents & Price Lists Summary & RFQ #{Z] Tender Import B Tender Evaluation > Result Summary
A
Acceptable Security AB
Company Latest Added Filename  Usein
Name Version Evaluation useintvauation () Bid Manager
Bid 11/8/20...  Tender... | : Fulbeme
‘ Acceptab... ; — /8/: . ‘) Versions Pt
I mport New Version I Import New Version r Pierce Brosnan
Good ¢ Fomove fom Froeer ITE"’:"Er - @
Bid Tender Acceptaple securty Gates 8
SUPER SE... ®id 11820 Tender.. (@D . telfesion
Sales Agent
Phone Numbe
> 333333333
Company
Company Name
Acceptable Security AB Brosnan@Asecurity.com
AT numbe

Your new version has now been imported and will be used in the evaluation model, as the
latest version is the one that is used in the model.

In this version imported tenders cannot be deleted, instead use “Use in Evaluation” to
unselect the tender.
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View imported company information
In the list click on the supplier you want to view.

@ Demo project Fences and gates
File

& | Project Profile

Import Tender from New Supplier

Company Name Latest Version Added

@ Documents & Price Lists

Summary & RFQ

Tender Import

Filename Use in Evaluation

Acceptable Securit... Bid 11/8/2021 7:24:1 Tender Acceptapl... () . I
Good Security AB Bid 11/8/20217:24:1...  Tender Fences an.. () -
SUPER SECURITY Bid 11/8/20217:242..  Tender SUPER SE. [ @)

A detailed view of the company information will now be visible on the right side of the

window.

Acceptable Security A8 [EEE

= QD

Versions

.
| [

Along with the company information you can also see all your imported versions from
the supplier, import a new version of your tender, and choose if the supplier should be

used in the evaluation.

Company Ham Latest ersion

[

Acceptable Securit.. B4

Good Security AB &4
SUPERSECURITY b0

Beceptable Security AB
IS Bid Manager
ol e
Versions |
S [PA——
[ ——————
=
[
Company
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Edit company information

In this version you need to edit the information in the tender form. In later versions of
ProTendering you will do this in the interface.

First you need to export a new version, see “Export revision”.

Open your exported file and edit the company information on the first sheet and save.
Note that you can’t change the company name, the VAT nr, DUNS nr, or the Reg nr.

Now re-import the file under the correct company. You can read how to do that under
“Import New Tender Version”.

Select companies for evaluation
There are two ways to select the suppliers you want to use in the evaluation

¢ Inthe company list use the green toggle in the “Use in Evaluation” column.

e Having a company selected use the green toggle in the company information box.
Default is that all companies are used in the evaluation model.

1]

P —— -

Good Security AB

SUPER SECURITY

o Agert

Fr——

Contract Signee
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Tender Evaluation

The “Tender Evaluation” tab is for evaluating the responses imported in the “Tender
Import” tab. All imported suppliers marked to be used in the evaluation are visible and
are used in the evaluation model.

Select company to evaluate
First make sure all the suppliers you want to use in the evaluation are marked to be used
in evaluation in the “Tender Import” main tab.

Acceptable Security A5 NI

i Feshsion
Acceptable Securit.. 54 - <n oo @D Bid Manager
e
Good Securily AB 89 - ersions —
SUPER SECURITY [ o) fender Acosptaple securty Gates & Fercesiox
-
]
Company
ozl Sy 4 Brommtiesaitycom

pr—— i

The companies will show up as buttons in the main tab “Tender Evaluation”. Click on the
button with the name of the supplier you want to evaluate. Your documents and price
lists will now show the responses from that supplier.

&) Demo project Fences and gates - u] X
File

& | Project Profile  #2 Documents & Price Lists Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

Good Security AB SUPER SECURITY
Version: Bid Version: Bid

Expand All  Collapse All

o >1 13.78%  Demo requirement specification 1 Fences

e >2 486% Demo requirement specification 2 Gates

e >3 11.35%  Demo requirement specification 3 Entrance process gates
® >4 50.00% Price Fences & Gates
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Evaluate demand
Click on the arrow to expand the document you want to evaluate.

2 My Project - ] X
File
& | ProjectProfile @ Documents & Price Lists Summary 8 RFQ Tender Import [EX Tender Evaluation >~ Result Summary

Expand Al Collapse All

o|>n 15.45% Demo requirement specification 1 Fences

o) >)2 1.82% Demo requirement specification 2 Gates

Ll D3 F 12.73% Demo requirement specification 3 Entrance process gates

o>)4 50.00% Price Fences & Gates

@5 0.00% Contract Orgalime

L] 4 (3 20.00% Intruder protection - functional demands

Right-click and choose “Evaluate” or double-click on the demand you want to evaluate.
@ Demo project Fences and gates
File

8 Project Profile @ Documents & Price Lists Summary & RFQ

Acceptable Secu... Good Security AB SUPER SECURITY
Version: Bid Version: Bid Version: Bid

Expand All  Collapse All

o vi 13.78% Demo requirement specification 1 Fences
Eval Compliance Supplier

Section Demand Statement Bid Bid
® v Chapter 1 General requirements

#.11 5| units <hall he 1sed, Fully

H ]

® > .z N
o >3 Chapter 1.2 Barbed wires
® >4 Chapter 1.3 design
® >2 4.86% Demo requirement specification 2 Gates
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This will open an evaluation window. This is the view used for the evaluation of demands.

) Demo project Fences and gates
File

& | ProjectProfie  #P Documents &Price Lists (S} Summary & RFQ Tender Import [BX Tender Evaluation >~ Result Summary

Accepta
Version:

SUPER SECURITY
Expand Al

Evaluate Demand #2.1.1.1

>
There shall be one gate on cach side.
Shall Demand. Mandatory
(®) More About Demand

Feed
Revis

i &l < <
= o
3

1=

(<]
[V ARVIRVS

‘ Feed

‘ Include a constructional drawing of the gates. Revis

Supplier
[ ]

Feed
Revis

At the top of the evaluation window are two buttons, and in between them the name of
the current supplier. The buttons are used to navigate between other suppliers’
responses for that same demand, functional demand or price component without closing
the evaluation window.

) Demo project Fences and gates

File

& ] ProjectProfle P Documents &Price Lists  [S% Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

el < SUPER SECUR N
- S Acceptable Security AB
Expond Al

~ Evaluate Demand #2.1.1.1

Below is the demand statement, the importance level and the responsible.

L~ | ALLEPLAUIE STLUlily AD b L

Evaluate Demand #2.1.1.1

There shall be one gate on each side.
Shall Demand, Mandatory

(®) More About Demand
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To see the rest of the information on the demand, click “More About Demand”.
This displays:

Description

Attachments

Instruction for Comments

Instructions for Attachments

Shall Demand, Mandatory

() More About Demand

| Gates are essential. ‘

i(( <

| map.pdf picturejpg

| Include a constructional drawing of the gates. ‘

[ <
NV ARVIRV]

Under “Supplier” in the evaluation window, the latest response from the supplier is
always visible.

() More About Demand

Supplier -

v Attachments:

Evaluation

Under “Evaluation” in the evaluation window you evaluate by selecting how well the
supplier complies with your demand.

The options are the same as it was for the supplier;
e Shall demands have the options “Fully Compliant” and “Non-compliant”.
¢ Should demands have the options “Fully Compliant”, “Mainly Compliant”, “Partly
Compliant”, and “Non-compliant”.

Thereis also a field to fill in feedback and/or a motivation for your choice of compliance.

L

m Evaluation -
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To see your previous responses, click “Previous Responses”.

N \I () Previous Responses |

77
18

Lastly is a field for you to use if you want to leave comments for you or the team but that
are not to be shared with the supplier.

S|

At the bottom of the window are the buttons for saving or canceling your changes.
Clicking “Mark as Done” leaves a green checkmark at the top of the evaluation window
and on the corresponding row in the table to make it easier for you to get an overview.

SUPER SECURITY Acceptable Security AB >

Evaluate Demand #2.1.1.1

There shall be one gate on each side.
Shall Demand, Mandatory

() More About Demand

ssssss

Supplier

Attachments:

Evaluation

Here are also the buttons “Previous Demand” and “Next Demand”. They can be used to
jump between demands while staying on the same supplier without closing the
evaluation window.

v (P oo Save =3

\/ Next Demand
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Evaluate functional demands
Click on the arrow to expand the document you want to evaluate.

2 My Project - ] X
File

& | ProjectProfile P Documents & Price Lists Summary 8 RFQ Tender Import [EX Tender Evaluation >~ Result Summary

Expand All - Collapse All

® ? 1 15.45% Demo requirement specification 1 Fences

o) >)2 1.82% Demo requirement specification 2 Gates

Ll D3 F 12.73% Demo requirement specification 3 Entrance process gates
o>)4 50.00% Price Fences & Gates

@5 0.00% Contract Orgalime

L] 4 (3 20.00% Intruder protection - functional demands

Right-click and choose “Evaluate” or double-click on the functional demand you want to
evaluate.

(%) Demo project Fences and gates - [u] X
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import B Tender Evaluation > Result summary

PRnTE NS | Good Sccurity AB SUPER SECURITY
Version: Bid Version: Bid
Expand All  Collapse Al
e >1 13.78%  Demo requirement specification 1 Fences
@ >2 4.86% Demo requirement specification 2 Gates
e >3 11.35%  Demo requirement specification 3 Entrance process gates
o >4 50.00%  Price Fences & Gates
@ >s 0.00%  Contract Orgalime
® ve 20.00% Intruder protection - functional demands
Eval Points Supplier Comment Feedbac
Section  Demand Statement Bid Bid Bid
Front gates should be secured for intruders. See attachement acceptableGATES pdf
=]
® 262 Back gates should only allow for one person a See attachement acceptableGATES pdf
< >
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This will open an evaluation window. This is the view used for the evaluation of functional
demands.

& | Project Profile &P Documents & Price Lists  [Ep Summary & REQ Tender Import B Tender Evaluation > Result Summary

SUPER SECURITY Acceptable Security AB

Evaluate Functional Demand #6.1

Front gates should be secured for intruders.
Very Important

() More About Demand

Supplier

See attachement acceptableGATES.paf
Attachments: acceptableGATES,pdf

Evaluation

A security company will challange and evaluate security towards intruders

oo o o o o

I ‘ Feedbac

[ — K

(%) Previous Responses

At the top of the evaluation window are two buttons, and in between them the name of
the current supplier. The buttons are used to navigate between other suppliers'
responses for that same demand, functional demand or price component without closing
the evaluation window.

5 Demo project Fences and gates

& | Project Profile

File

&P Documents & Price Lists [P Summary & RFQ Tender Import [ER Tender Evaluation > Result Summary

SUPER SECURITY Acceptable Security AB

Expand Al

, Evaluate Functional Demand #6.1

Front gates should be secured for intruders.
Very Important

(¥) More About Demand

Supplier
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Below is the demand statement, the importance level and the responsible along with a
checkmark showing if you've checked off this demand for this supplier.

& | Project Profile

&P Documents & Price Lists  [Ep Summary & REQ

SUPER SECURITY

>

Tender Import

Acceptable Security AB

Evaluate Functional Demand #6.1

Front gates should be secured for intruders.

Very Important

(%) More About Demand

Supplier

Ig\ Tender Evaluation Z Result Summary

>

See attachement acceptableGATES pdf
Attachments: acceptableGATES.pdf

To see the rest of the information on the demand, click “More About Demand”.

This displays:
e Description
e Attachments
e Instruction for Comments
e Instructions for Attachments

Front gates should be secured for intruders.

Feedbac

Bid

Very Important
2 (®) More About Demand
> ‘ Tenders that are evaluated as 0-2 points o below acceptable will be rejected ‘
thachments
map.pdf ‘

> ‘

‘ Describe method for purchaser’s evaluation. ‘
>

‘ Attach detailed drawings and functional specification documents. ‘
v

See attachement acceptableGATES.pdf

Attachments: acceptableGATES pdf

Evaluation

Save

Create Revision Form
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The differences between the evaluation window for demands and functional demands
are the responses from the supplier and how the evaluation is done.

Under “Supplier” in the evaluation window, the latest response from the supplier is
always visible, just as for the demands. The difference is that the supplier can’t give an
answer on how they comply since that is for you to evaluate, so only comments and
attachments from the supplier are visible here.

Front gates should be secured for intruders.

Very Important

() More About Demand

Supplier

See attachement acceptableGATES. pdf
Attachments: acceptableGATES.pdf

Evaluation

A security company will challange and evaluate security towards intruders

©) ©) ©)

©)

Under “Evaluation” in the evaluation window the evaluation is not done by compliance
but by giving a score from 0-5.

Above the score buttons is the evaluation method that was formulated during the setup
of the tender.

Thereis also a field to fill in feedback and/or a motivation for your choice of compliance.

P

See attachement acceptableGATES pdf
Attachments: acceptableGATES.pdf

Evaluation

A security company will challange and evaluate security towards intruders

4 ©) O O O O ©)

Feedbac
Bid

(%) Previous Responses

To see the requirements for each score, click “Show Requirements”. This shows the
requirements for each score.

v

Feedbac
Bid

(%) Previous Responses
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To see your previous responses, click “Previous Responses”. This shows your previous
responses with both your score for that version along with the feedback.

(%) Show Kequirements E

I (%) Previous Responses I

Lastly is a field for you to use if you want to leave comments for yourself or the team but
that are not to be shared with the supplier.

At the bottom of the window are the buttons for saving or canceling your changes.
Clicking “Mark as Done” leaves a green checkmark at the top of the evaluation window
and on the corresponding row in the table to make it easier for you to get an overview.

Expand Al
. Evaluate Functional Demand #6.1
Front gates should be secured for intruders.
Very Important
> () More About Demand
Supplier
> B
See attachement acceptableGATES pdf
Attachments: aceeptableGATES pof
> .
Evaluation
A security company will challange and evaluate security towards intruders
O O O O @ ®) O
0 2 3 4 5
v Feedback/Motivatio
Feedb:
Bid
m (%) Show Requirements -
(%) Previous Responses

Here are also the buttons “Previous Demand” and “Next Demand”. They can be used to
navigate between demands while staying on the same supplier without closing the
evaluation window.

-’ o
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Evaluate price list component
Click on the arrow to expand the price list you want to evaluate.

2 My Project - ] X
File
& | ProjectProfile @ Documents & Price Lists Summary 8 RFQ Tender Import [EX Tender Evaluation >~ Result Summary

Expand Al Collapse All

o|>n 15.45% Demo requirement specification 1 Fences

o) >)2 1.82% Demo requirement specification 2 Gates

Ll D3 F 12.73% Demo requirement specification 3 Entrance process gates

o>)4 50.00% Price Fences & Gates

@5 0.00% Contract Orgalime

L] 4 (3 20.00% Intruder protection - functional demands

Right-click and choose “Evaluate” or double-click on the price list component you want
to evaluate.

Dermo project Fences and gates
@ proj E
File
:::] Project Profile ﬁ Documents & Price Lists Summary & RFQ Tender Import @ Tender Evalu
Acceptable Secu... Good Security AB SUPER SECURITY
Version: Bid Version: Bid Version: Bid
Expand Al Collapse All
o > 13.78%  Demo requirement specification 1 Fences
o >2 486% Demo requirement specification 2 Gates
e >3 11.35%  Demo requirement specification 3 Entrance process gates
0 v4 50.00%  Price Fences & Gates
Vend Nr
Art Nr Description Bid
- Cl 2
Total price FENCES . - 1234007
[ ] Total price GATES 1234008
® >5 0.00%  Contract Orgalime
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This will open an evaluation window. This is the view used for the evaluation of price
components.

) Demo project Fences and gates

File

Project Profile Documents & Price Lists Summary & RFQ Tender Import Tender Evaluation Result Summar
) Yy P y

As it Iy
N SUPER SECURITY Acceptable Security AB
Expand Al

Evaluate Price Component #4.0.1

Total price FENCES

Net Price Ordering Price Unit
> I 9000000 ‘ ’ M ‘
Target Price gt
> |° ‘ ‘ o ‘
Planned Delivery Time
= |
v
() More
_ Evaluation -
> || |
(%) Previous Responses
° > nternal Notes

i - |

At the top of the window are buttons to jump between suppliers along with the name of
the current supplier.

@. Tender Evaluation Z Result Summary

Tender Import

Ep summayareq

& | Project Profile

< SUPER SECURITY Acceptable Security AB

Expand Al

Evaluate Price Component #4.0.1

Total price FENCES

&P Documents & Price Lists

N Net Price Ordering Price Unit
[ e | [ |
Torget Price Tore

> [ | Lo |

Vv

() More
u Evaluation
Feedback/Mot

e

ivation
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Fields that are always visible are:
e Netprice
e Ordering price unit
e Targetprice
e Target share of total business
¢ Planned delivery time

@ Demo project Fences and gates - ] x

File

@ Project Profile ﬁ Documents & Price Lists Eb Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary
A tal ’ - J— Y
< SUPER SECURITY Acceptable Security AB

Expand Al

Evaluate Price Component #4.0.1

Total price FENCES

[ | [ |

2

_ Evaluation -

> |l |

(%) Previous Responses

Save

v

Create Revision Form

To see the rest of the fields, click “More”.

This shows the fields:
e Article number
e Vendor material number
¢ Warehouse
¢ Responsible
e Target quantity
¢ Quantity conversion
e Ordering unit
e Production unit
e Text
e Lineitem text
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Under the fields is a log showing feedback you previously sent to the supplier along with
a field for you to write feedback on the current response.

| (¥ More

_ Evaluation -

|l |

(%) Previous Responses

| ] .
revious ltem

Lastly is a field for you to use if you want to leave comments for you or the team but that
are not to be shared with the supplier.

‘ (%) Previous Responses ‘

revious tem
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At the bottom of the window are the buttons for saving or canceling your changes.
Clicking “Mark as Done” leaves a green checkmark at the top of the evaluation window
and on the corresponding row in the table to make it easier for you to get an overview.

2 Demo project Fences and gates

File

& | Project Profile &P Documents & Price Lists  [Ep Summary & REQ Tender Import B Tender Evaluation > Result Summary

SUPER SECURITY Acceptable Security AB

Evaluate Price Component #4.0.1

Total price FENCES

Expand Al

>

>

= iE |

E |
© vore

_ Evaluation -

> || ' |

(%) Previous Responses

=

Create Revision Form

Here are also the buttons "Previous Item” and Next I[tem”. They can be used to navigate
between components while staying on the same supplier, without closing the evaluation
window.

Create Revision Form
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Navigation in the evaluation window
The tables in the main view can be used to jump between demands and price
components and the supplier buttons can be used to jump between suppliers.

2 Demo project Fences and gates - [u] X
File

& | Project Profile &P Documents & Price Lists Summary & RFQ Tender Import B Tender Evaluation > Resuit Summary

Good Security AB
Version: Bid

Expand All  Collapse All

e >1 13.78%  Demo requirement specification 1 Fences

Another way to navigate is within the evaluation window.

At the top of the evaluation window are two buttons, and in between them the name of
the current supplier. The buttons are used to view other suppliers' responses for that
same demand, functional demand or price component without closing the evaluation
window.

& | ProjectProfie  #P Documents & Price Lists (S} Summary & RFQ Tender Import [BX Tender Evaluation >~ Result Summary

< SUPER SECURITY Acceptable Security AB Gaod Security AB >

- Evaluate Demand #2.1.1.1

There shall be one gate on each side.

Shall Demand, Mandatory

(¥) More About Demand

At the bottom of the window are the buttons “Previous Demand”/”Previous ltem” and
“Next Demand”/Next Item”. They can be used to navigate between
demands/components while staying on the same supplier without closing the evaluation
window.

Previous Demand /\ ' Next Demand
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Export revision

In the main tab “Tender Evaluation” you can export a revised tender form including your
comments, and with fields for the suppliers to fill in additions.

When you have evaluated a supplier you click “Create revision form" to create a revised
tender form.

::l Project Profile @ Documents & Price Lists Summary & RFQ Tender Import @\ Tender Evaluation Z Result Summary

Expand Al Collapse All

@ >1 13.78%  Demo requirement specification 1 Fences

@ >2 4.86% Demo requirement specification 2 Gates

e >3 11.35%  Demo requirement specification 3 Entrance process gates
i © >4 50.00%  Price Fences & Gates
|

® >5 0.00%  Contract Orgalime

® > 20.00% Intruder protection - functional demands

>

Create Revision Form

This will open the File Explorer. Pick the location you want to save the file in, name it and
save. The program will now create an excel-file with your tender form and a pop-up will
appear.

e Toopen thefile click "Open”.

e Toopenthe folder where the file is located click "Show in Folder”.

e Tocontinue working in ProTendering press “Close”.

Acceptable Secu... Good Security AB SUPER SECURITY
Version: Bid Version: Bid Version: Bid

>1 13.78% Demo requirement specification 1 Fences

Export Complete!

Revision form was created successfully.

w s> 11,037  UEIMO requirerment Speciieauon > Enrance process gates
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Result Summary
In the main tab “Result Summary” you can see the results from the evaluation.
The results are divided into four subtabs.

The first tabis “Summary” and it consists of three graphs that display:
¢ The total score for each supplier (see Supplier summary)
e The total score for each supplier segmented for documents and price lists
¢ The total score for each supplier divided on documents and price list

@ Demo project Fences and gates ~ o x ‘
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import B Tender Evalustion 2 Result Summary

Summary Demands Functional Demands Price Lists Filter Suppliers (3/3)

(%) Summary per Supplier (%)

(¥) Segmented Summary per Supplier (%)

() Divided Summary per Supplier (%)

The other tabs are:
¢ Demands (see Demand summary)
¢ Functional demands (see Functional demand summary)
e Pricelists (see Price list summary)

2 Demo project Fences and gates - ] X
File

& | Project Profile &P Documents & Price Lists Summary & RFQ Tender Import B Tender Evalustion 2. Result Summary

Summary Demands Functional Demands Price Lists | Filter Suppliers (3/3)

(%) Summary per Supplier (%)

(%) Segmented Summary per Supplier (%)

() Divided Summary per Supplier (%)
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Supplier summary

This summary is visible in the main tab “Result Summary” under the subtab “Summary”.
This view shows the total score for the suppliers when combining the answers for all

documents and price lists and each bar represents a supplier. Hovering over the bar
gives you the exact score.

@ Demo project Fences and gates
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import B Tender Evalustion

Z Result Summary

Summary Demands Functional Demands Price Lists

Filter Suppliers (3/3)

(=) Summary per Supplier (%)

70.45%

SUPER SECURITY

6095%
@ 7045%

52.15%

Segmented summary

This summary is visible in the main tab “Result Summary” under the subtab “Summary”,
below the supplier summary. This view shows the total score for the suppliers but each
supplier bar is segmented for each document and price list.

(%) Summary per Supplier (%)

(») Segmented Summary per Supplier (%)

@ Demo requir...
@ Demo requir...
@ Demo requir..
(@ Price Fences...

@ Contract Or.
@ intruder pro... |
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Each type has been assigned a color:
¢ Demand segments are blue
¢ Functional demands purple
e Pricelists are green

To see detailed information for a supplier, hover over the bar you are interested in.
@ Demo project Fences and gates - o x

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import

@1 Tender Evaluation Z Result Summary

Summary man Functional Demands

(%) Summary per Supplier (%)

(%) Segmented Summary per Supplier (%)

@ Demo requir...
@ Demo requir...
@ Demo requir..
1@ Price Fences.

@ Contract Or. 8
@ Intruder pro...

Acceptable Security AB

@ 1200% (20.00°

functional demands

The names of the documents and price lists and their colors are visible to the left of the
graph.

) Demo project Fences and gates
File

& | Project Profile

@ Documents & Price Lists

Summary & RFQ Tender Import [BR tender Bvaluation > Result Summary

Summary

(%) Summary per Supplier (%)
(%) Segmented Summary per Supplier (%)

Demo requir...
a req

@ Demo requir...
@ Demo requir..
@ Price Fences.
@ Contract Or.
@ intruder pro...
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Divided summary

This summary is visible in the main tab “Result Summary” under the subtab “Summary”,

below the two other summaries.

This view shows the total score for the suppliers but divided into each document and

price list.

@ Demo project Fences and gates
File

::l Project Profile ﬁ Documents & Price Lists Summary & RFQ Tender Import @l Tender Evaluation Z Result Summary

Summary emands Functional Demands Filter Suppliers (3/3}

(%) Summary per Supplier (%)
() Segmented Summary per Supplier (%)
() Divided Summary per Supplier (%)

@ Acceptable...

@ Good Securi.
@ SUPER SECU.. ‘

To see detailed information for the document or price list, hover over the bar you are

interested in.

() Segmented Summary per Supplier (%)

(%) Divided Summary per Supplier (%)

@ Acceptable...
@ Good Securi.
@ SUPER SECU..

SUPER SECURITY
@ 100003

Each supplier has here been assigned a color, visible to the left of the grap

Summary Demands Functional Demands Price Lists

Filter Suppliers (3/3)

(%) Divided Summary per Supplier (%)

Acceptable...
P

@ Good Securi..
@ SUPER SECU...

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

70 of 81



@ Profendering Manual v 0.3.0

2021-11-17

Demand summary

The demand summary shows results for shall demands and should demands. To see the

results for the demands, click on the blue subtab “Demands” under the “Result
Summary” main tab.

@ Demo project Fences and gates

File

& | Project Profile &P Documents & Price Lists Summary & RFQ Tender Import B Tender Evalustion 2. Result Summary

Functional Demands

Summary of Mandatory Demands cceplable Secui  Good Security B SUPER SECURI

Complied with all mandatory demands [ 33 [ 3 [ 33
Expand All  Collapse All

> 13.78% Demo requirement specification 1 Fences

> 486% Demo requirement specification 2 Gates

> 11.35% Demo requirement specification 3 Entrance process gates

>

Export All Export Visible

Compliance on shall demands is visible in the first table. Each supplier is presented
having either complied to all shall demands or not. Green means all shall demands are
met, red that all shall demands have not been met.

5 Demo project Fences and gates

- o0 x
File
& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import [ER Tender Evaluation 3" Result Summary
Summary Demands Functional Demands Price Lists Filter Suppliers (3/3)
Summary of Mandatory Demands Aeepleble Seu  Good Security AB SUPER SECURI
Complied with all mandatory demands v [ 3 v

Expand Al Collapse All

> 13.78% Demo requirement specification 1 Fences

> 486% Demo requirement specification 2 Gates

> 11.35% Demo requirement specification 3 Entrance process gates

>

Export All Export Visible
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The should demands are presented in the tables below the mandatory demands, where
each document is represented as a table. The table shows each demand separately and
each supplier has a column where the compliance is shown.

The compliance is also shown with a color:
e Dark green for fully compliant
e Light green for mainly compliant
e Orange for partly compliant
¢ Red for non-compliant

@ Demo project Fences and gates - ] x
File

& | Project Profile &P Documents & Price Lists Summary & RFQ Tender Import B Tender Evalustion 2. Result Summary

Summary Demands Functional Demands Price Lists
Summary of Mandatory Demands AecpIable Secu  Good Security AB SUPER SECURI
Complied with all mandatory demands @ ves ®ves ®ves

Expand All  Collapse All

Vv 13.78% Demo requirement specification 1 Fences
Acceptable Security  Good Security B SUPER SECUR
AB

Section Demand Statement Importance

#1121 Itis critically important to have high fences, therefore minimum height should be 3 m. Critical Mainly Mainly Mainly

#1122 ltsvery important to secure the fences towards intruders, therefore it should not be Very Important Partly Partly @ Fully
possible for a man to cut the fence open with manual tools.

#1131 Fences should therefore be equipped with barbed wire. Important Partly @ Fuly @ Fully

#1132 Barbed wire should be minimum 30 cm in height, this is an important demand. Important Partly Mainly @ Fully

#1141 A less important demand is that the whele fence should be green. Less Important @ Nene Partly @ Fully

Vv 486% Demo requirement specification 2 Gates
Acceptable Security  Good Security B SUPER SECUR
AB

Section  Demand Statement Importance
#2221 Gates Should be made in steel. Very Important Partly Mainly B ruly
2222 Poles should be made of concrete. Important Partly Partly @ ruly

Vv 11.35% Demo requirement specification 3 Entrance process gates
Acceptable Security  Good Security B SUPER SECUR
AB

Section  Demand Statement Importance
#3101 Front gate should be opened by double identification for personnel, Critical Mainly @ Fuly @ Fuly
#3121 Back gates should only be able to open with direct contact with security. Very Important Mainly @ Fuly @ Fuly
#3122 Entrence through back gates should require identification of individual towards staff list.  Important Partly @ Fuly @ Fuly

>

Export All Export Visible

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

72 of 81



@ Profendering Manual v 0.3.0
2021-11-17

Functional demand summary
To see the results for the functional demands, click on the purple subtab “Functional
demands” under the “Result Summary” main tab.

Summary 8 RFQ Tender Import Z Result Summary

3::' Project Profile & Documents & Price Lists @ Tender Evaluation

Summary Demands Functional Demands Price Lists Filter Suppliers (3/3)
————
Expond All  Collopse All

v 20.00% Intruder protection - functional demands
Acceptable Security  Good Security AB SUPER SECUR
AB

Section  Demand Statement Importanee
261 Front gates should be secured for i Very Important 3 4 [ B
262 Back gates should only allow for Less Important 3 4 [ B

>

Export All Export Visible

Each functional demand document is presented in a table. The table shows each
functional demand separately and each supplier has a column where the score is shown.

Each score is also shown with a color:
e Dark green for 5 points
e Light greenfor 4 points
¢ Yellow for 3 points
e Light Orange for 2 points
e Dark Orange for 1 point
e Red for O points

@) Deme project Fences and gates - ] X
File

& | ProjectProfile  #2 Documents & Price Lists Summary 8 REQ Tender Import [ER Tender Bvaluation > Result Summary

Functional Demands Filter Suppliers (3/3}

Expand All  Collapse All

“ 20.00% Intruder protection - functional demands
Acceptable Security  Good Security AB SUPER SECUR
AB

Section  Demand Statement Importance
2601 Front gates should be secured for intruders, Very Important 3 4 @
2602 Back gates should only allow for one person at 2 time to pass. Less Important 3 4 [ B

>

Export All Export Visible
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Price list summary
To see the results for the price lists, click on the green subtab “Price lists” under the

“Result Summary” main tab.

- [m X ‘

Z Result Summary ‘

E::l Project Profile & Documents & Price Lists Summary & RFQ Tender Import @l Tender Evaluation
Summary Demands Functional Demands Price Lists I Filter Suppliers (3/3)
Expond All  Collepse All
v 50.00% Price Fences & Gates
Acceptable Security  Good Security A SUPER SECUR
Art Nr Description AB
Total price FENCES 1@ 9000000 10000000 @ 11000000
Total price GATES ® so00000 10000000 @ 11000000
Export Raw Data Export All Export Visible

Each price list is presented in a table. The table shows each component separately and
each supplier has a column where the price is shown.

Summary Demands Functional Demands Price Lists. Filter Suppliers (3/3)

Expand Al Collapse All

v 50.00% Price Fences & Gates
Acceptable Security  Good Security AB SUPER SECUR

AB

AtNr  Description
Total price FENCES @ so00000 10000000 @ 11000000
Total price GATES @ 2000000 10000000 @ 11000000

The price for each component is compared between the suppliers and the suppliers are
divided into five equal groups where the first group has the best prices and the fifth has

the highest prices.

Each price group is then assigned a color:
e Dark green for the lowest price group
e Light green for the second-lowest price group
e Yellow for the middle price group
¢ Orange for the next to highest price group
e Red for the highest price group

This means that a supplier with better prices will have more green prices than a more
expensive one that instead will have more red prices.
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Filter visible suppliers

Even though you have evaluated all suppliers you might have suppliers that have been
disqualified or have a too low performance to continue with. These suppliers you might
want to hide to get a better overview of the results. In that case there is a filter that
allows you to hide suppliers, note that all suppliers still will be in the evaluation algorithm
and for example be part of the division of price groups. To instead exclude suppliers from
the evaluation, see “Select companies for evaluation”.

To use the filter, click “Filter suppliers” and a dialog window will open.

Summary & RFQ Tender Import @l Tender Evaluation Z Result Summary

nctional Demands Price Lists Filter Suppliers (3/3)

Use the checkboxes and untick the suppliers you want to hide.

2 Demo project Fences and gates - o X
File
& | Project Profile @ Documents & Price Lists  [EP Summary & RFQ Tender Import [ER Tender Evaluation 3" Result Summary
Filter Visible Suppliers
(=) Sumi
Visible Total (%)  Company Name
[ @) 2015%  Acceptable Security AB
Q 4495%  Good Security AB
Q 4831%  SUPER SECURITY
-

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

75 o0f 81



@ProTendering Manual v 0.3.0

2021-11-17

Toinstead view all suppliers click “Select all”, this will mark all suppliers as visible.

) Demo project Fences and gates

File

& | ProjectProfie  # Documents &Price Lists (S} Summary & RFQ Tender Import B Tender Bvaluation

Z Result Summary

Filter Visible Suppliers

(%) Sume

Visible  Total (%)  Company Name
() 2015%  Accepteble Security AB
() 2495%  Good Security AB
() 4831%  SUPER SECURITY

To apply your filter, click “Apply”.

5 Demo project Fences and gates
File

Project Profile &P Documents & Price Lists [P Summary & RFQ Tender Import B Tender Evaluation 3" Result Summary

" Filter Visible Suppliers
(=) Sume C, Select Al

Visible  Total (%)  Company Name
() 2015%  Accepteble Security AB
() 44.95%  Good Security AB
() 4831%  SUPER SECURITY

~, N

You can also see their total performance, which could be used if you want to hide lower-
scoring suppliers.

Filter Visible Suppliers

(=) Sumre
O Deselect All

Visible | Total (%) | Company Name

20.15% | Acceptable Security AB

4495% | Good Security AB

AAA

4831% | SUPER SECURITY
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Export results
First open the subtab with the results you want to export.
Exports are available for:

¢ Demands

e Functional demands

e Pricelists

(@) Deme project Fences and gates

o x
File
D Project Profile ﬁ Documents & Price Lists Summary & RFQ Tender Import @1 Tender Evaluation Z Result Summary
Summary Demands Functional Demands Price Lists | Filter Suppliers (3/3)
(%) Summary per Supplier (%) °
1m31%
455

40.15%

To export the results from the chosen tab for all suppliers in the evaluation click “Export
All”.

2 Demo project Fences and gates - o X
File

& | Project Profile @ Documents & Price Lists Summary & RFQ Tender Import

@ Tender Evaluation Z Result Summary

Summary Demands Functional Demands Price Lists

Summary of Mandatory Demands Aecepleble Seu  Good Security AB SUPER SECURI

v [ 3 v

Complied with all mandatory demands
Expand All  Collapse Al

> 13.78% Demo requirement specification 1 Fences
> 486% Demo requirement specification 2 Gates

> 11.35% Demo requirement specification 3 Entrance process gates

>

Export All Export Visible

ProTendering™ is a trademark owned by Procurement Systems of Sweden AB

77 of 81



@ Profendering Manual v 0.3.0

2021-11-17

To export the results from the chosen tab for only visible suppliers in the evaluation click
“Export Visible”. To learn how to hide and show suppliersin the results, see “Filter
Suppliers”.

2 Demo project Fences and gates - ] X
File

& | ProjectProfile P Documents & Price Lists Summary 8 RFQ Tender Import [ER Tender Evaluation > Result Summary

Functional Demands

Summary of Mandatory Demands Aoceptable Seu  Good Security B SUPER SECURI

Complied with all mandatory demands [ 33 [ 3 [ 33
Expand All  Collapse All

> 13.78% Demo requirement specification 1 Fences
> 486% Demo requirement specification 2 Gates

> 11.35% Demo requirement specification 3 Entrance process gates

< >

Export All Export Visible

Clicking either button will open the File Explorer. Pick the location you want to save the
file in, name it and save.

The program will now create an excel-file and a pop-up will appear.
e Toopen the file click "Open Result Form”.
e Toopenthe folder where the file is located click "Show in Folder”.
e Tocontinue working in ProTendering press “Close”.

@ Demo project Fences and gates - m] X
File

ﬂ Project Profile 0 Documents & Price Lists E’ Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary
Summary Demands Functional Demands Price Lists Filter Suppliers (3/3)

Summary of Mandatory Demands :;“p'a“‘e SECUM®Y  Good Security AB SUPER SEC

Complied with all mandatory demands B ves D ves @ ves

Export Complete!

Demand results were exported successfully.

Open Results File

> 4.86% Demo requirement specification 2 Gates

> 11.35% Demo requirement specification 3 Entrance process gates

Export All Export Visible
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Export raw price list data
You can export all raw price list data to excel.

In the Price list tab click the button “Export Raw Data”.

@ Demo project Fences and gates
File

& Project Profile Documents & Price Lists Summary & RFQ Tender Import Tender Evaluation Result Summar
y = Y

Filter Suppliers (3/3)

Functional Demands Price Lists

Demands

Summary

Expand Al Collapse All

Vv 50.00% Price Fences & Gates
Acceptable Security  Good Security AB SUPER SECUR
AB

Art Nr Description
Total price FENCES @ 9000000 10000000 @ 11000000

Total price GATES 1 9000000 10000000 @ 11000000

< >

Export Raw Data Export All Export Visible

This will open the File Explorer. Pick the location you want to save the file in, name it and
save. The program will now create an excel-file and a pop-up will appear.

e Toopen thefile click "Open”.
e Toopenthe folder where the file is located click "Show in Folder”.
e Tocontinue working in ProTendering press “Close”.

@ Demo project Fences and gates

File

& | Project Profile &P Documents & PriceLists  [Ep Summary & RFQ Tender Import B Tender Evalustion 2. Result Summary

Summary Demands Functional Demands Price Lists Filter Suppliers (3/3)

Expond Al Collapse A

> 50.00% Price Fences & Gates

Exported Price Lists

The price lists were exported suecessfully.

Export Raw Data Export All Export Visible
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Expand and collapse tables

Expand and collapse all

To see all documents and price lists press “Expand All”. To hide them all press “Collapse

All”.

@ My Project

File

Summary & RFQ

:::l Project Profile ﬁ Documents & Price Lists

Expand All  Collapse All

1 Demo requirement specification 1 Fences

Tende

@) Demo project Fences and gates - ] x
File
::l Project Profile ﬁ Documents & Price Lists Summary & RFQ Tender Import @ Tender Evaluation Z Result Summary
Summary Demands Functional Demands Price Lists
Summary of Mandatory Demands Aeceptable SECUT  Good Security AB SUPER SECURI
Complied with all mandatory demands: v v [ 3

Expand Al Collapse All

> 13.78% Demo requirement specification 1 Fences

() Demo project Fences and gates

File

& | Project Profile 2 Documents & Price Lists Summary & RFQ Tender Import [Eh Tender Evaluation

PR | Good Security AB SUPER SECURITY
Version: Bid Version: Bid Version: Bid
Expand All Collapse Al
o >1 13.78%  Demo requirement specification 1 Fences
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Prolendering

Thank you for choosing ProTendering!

If you have further questions about the program and need our help,
contact us via support@protendering.com.

We would also like for you to help us!
Like with all new software,
it might have some bugs or be missing features you would like to have.

If that is the case we would love to hear from you.
So we can bring ProTendering to the next level
and make your work more convenient,
so you can focus on the important things!

Toreport a bug, request new features or give us other feedback,
go to feedback.protendering.com.

The ProTendering Team

The latest version of the manual can be downloaded from
manual.protendering.com.
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