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Further information

Note - This document is intended as practical information and guidance for users o
ESPD module withi@dl2Wales It is assumed that users are procurement profession
with the knowledge and authorityo carry out the relevant procedures. It is not a
substitute for legal or policy advice, which users adgised to seek if they have any
gueries regarding the processes and procedures described
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This guide is aimed at buyers who are creating and issuing electronic ESPD requests using the online
ESPD module withigell2Wales (S2WJhis guide is not applicable to ESPDs that have been issued
using any other method, such as Word document attachmemtsiaeTendeMWales
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Standard Selection Questionnaire

The main features of the ESPD module are:

1 It follows an easyto-use process, allowing youw tselect questions which you consider
proportionate and relevant to your procurement exercfse inclusion in your ESPD request.

T LG Syl ofSa aefcmtandg ONS I 5 SrikBripgdtidyduare able to include
your selection criteria beside the relevant question within the ESPD itself. This meansuhat
no longer need tancludeyour selection criteria in the contract notice and cagfer suppliers to
the ESPD instead.

1 It allows supplies to complete ESPD responsedeetronically and reuse previous ESPD
responses. Suppliers will then be able to submit this to ysing the existingpostbox
functionality.

1 It allows youo requestrelevantevidence or means of proof electronically.

| OAIIAGAYANBRYZBE 6 52 VIOPR dZYASNI ! OO0Saa

Initial activationof the buying organisatioQ BSPD account muse carried out bya

Controller/Administrator within the organisation.

Initially,F y22yS gAGK a/ 2y GNRffSNE | O0Saa tS@Sta F2N
Controllersshould select théESPD Moduédink on the Notices panel of the Buyer Control Panel


https://www.gov.uk/government/publications/procurement-policy-note-816-standard-selection-questionnaire-sq-template

%7%?2;{&

Llywodraeth Cymru
Welsh Government

Buyer Control Panel

Welcome to your Buyer Control Panel Anton. Please click a link in one of the appropriate sections to access the area of the site you require.

3% @ o~
:ﬁ NOTICES (] ORGANISATION O‘ SUPPLIER SEARCH o HELP & RESOURCES
Create New Notice Millstream Associates Ltd Supplier Finder NPS Contracts, Framework &

My Unpublished Notices (AA16166) - Change your Search by Details Guidance
(0] isati .
Buyer Unpublished Notices - Search by Category User Guides
. i Buyer Profile FAQs
My Published Notices
User List

Buyer Published Notices Contact Us

Quick Qiiotes Document Library Site Mailer
Agents

Stage 2 Notices eCertis
ESPD Module I T

The first time theControlleraccesss the moduléhis they will be asked to activate ther NB | vy A & |
9{t5 | O02dzyis ¢gKAOK A& R2yS o6& aStSOGAy3a a! O

: I S "2W I Get in touch; 0800 222 9003
e a. es Opening hours: 08:30 - 17:00

# Buyer Control Panel

Buyer ESPD Activation

Welcome to you European Single Procurement Document (ESPD) portal. To continue to your control
panel you must first activate your account.

We are asking you to activate a seperate ESPD portal account so that the details held in the ESPD portal
are seperate from those held in main portal. The details of your company and any user with 'Controller’
access to your company in the main portal will be copied across to create the ESPD portal account. This
will allow you to customise the details for your company in relation to ESPD without it changing the
details of your company in the main portal.

To setup your ESPD account, please click on the button below.
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The Controllewill be taken to the ESPD Control Panel, from where they can add other users to the
ESPD account.

- 7 A

'A4SNB OFy o0S YFIyF3aSR FTNRY (KS dalyl3S ! aSNa¢

: I S “2W I Get in touch: 0800 222 9003
e a eS Opening hours: 08:30 - 17:00

# Portal Control Panel = ESPD Control Panel B Profile & Users Requests ® Log out

Manage Your ESPD Profile

Welcome to your European Single Procurement Document (ESPD) control panel. From here you will be able to create ESPD requests, manage your ESPD
profile and manage users

ESPD Profile User Management ESPD Requests

Organisation Details Manage Users View ESPD Requests
Create ESPD Requests

Pl
puls

¢2 I dzZaSNJ G2 GKS 9{t5 1002dzyd I /2yiGNRf (S

Buyer ESPD Users

The table below lists the users that have access to this Buyer ESPD account. From here you can add new users, edit or delete current users (depending on
permissions).

Show | 710 " entries Search:
Full Name 4 Permissions
(& Anton Kossmann (Anton@millstream.eu) Administrator
Showing 1 to 1 of 1 entries n

TheControllerwill then be presented with a list of all users aligned to tlelyingorganisationon
Sell2Wale¢ y R OFy 3ANIyd SIFOK 2yS 9sjnane. | 00OS&aa o0& asSt
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They will then be asked to allocate ESPD access levels to the newhseptions available are:

Administrator ¢ allows a user to create and amend ESPD requests and to allocate ESPD access to ott
users.

Editor - allows a user to create and amend ESPD requests.

Viewer - allows a user to view ESPD requests.

The Controller should select the relevant access BV@INJ (0 Kl & dza SNJ I yR GKSy .

X

Select Permissions

Please select the permissions for Alan Brown.

Permissions

[': Editor v

o (o o ]

¢tKS yS¢ dza SNJ g A fModulééK SyA yalS SA yl KiSK SiA9NJI t65dz&é SNI O2 vy i |

1 O0SaaAyY2RH6S9{t 5

To accesthe ESPnodule, visit the Buyer Control Paneind seled W9 { t 20 al#/ RARINS b 2 §
will take you to your ESPD module, viewable onl$20\users withinyour organisation.



https://www.sell2wales.gov.wales/Authority/Authority_ControlPanel.aspx
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Buyer Control Panel

Welcome to your Buyer Control Panel Anton. Please click a link in one of the appropriate sections to access the area of the site you require.

.4 NOTICES @A ORGANISATION O, suppLier seARcH @) HELP & RESOURCES
Create New Notice Millstream SQL Testing Supplier Finder NPS Contracts, Framework &
My Unpublished Notices (AA668_27).' Change your Search by Details Guidance
Buyer Unpublished Notices S Search by Category User Guides

5 X Buyer Profile FAQs
My Published Notices Ty
ist
Buyer Published Notices & ot Contact Us
Quick Quiotes Document Library Site Mailer
A ;
Stage 2 Notices gents eCertis
Reports

ESPD Module

TheESPLITontrol Panelill allow you toCreate / Ediyour ESPRPequestsand Manage User access

: I S "2W | Get in touch: 0800 222 9003
e a eS Opening hours: 08:30 - 17:00

# Portal Control Panel & ESPD Control Panel | Profile 4 Users Requests ® Log out

Manage Your ESPD Profile

Welcome to your European Single Procurement Document (ESPD) control panel. From here you will be able to create ESPD requests, manage your ESPD
profile and manage users

ESPD Profile User Management ESPD Requests

Organisation Details Manage Users View ESPD Requests
Create ESPD Requests
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On the control panel you will see the following information: b .cymru.gov.uk

Manage Users
This displays all users who currently have the ability to create / edit ESRi@stsfor your
organisation. Controllerscan add new users through this screen, and edit the details of any
current users Users who are not registered on the ESR&Iule will not be able to see the link
to the ESPD Module on their Buyer Control Panel.

View Requests

This contains dist of all ESPD requests that have been created and published through your
organisatio2@rofile. The list indicates who created the ESPD, and whether each particular ESP|
has been linked to a Contract Notice, aatbcked, or is stilbeing edited.

There is also a shortcut button to create a new ESPD request.

Get in touch: 0800 222 9003
N Sel |2wa|eS Opening hours: 08:30 - 17:00

#& Portal Control Panel == ESPD Control Panel B Profile & Users Requests @ Log out

Buyer ESPD Requests

The table below lists the ESPD requests that have been previously created for your Authority. From here, you can view or edit requests that already exist, or
create a new ESPD (depending on permissions).

# Create Request

Show( 10 ¥ |entries Search:
Title Created Date v Created By Notice
& Supply of Fruit & Veg 17/04/2018 Anton Kossmann
Showing 1 to 1 of 1 entries n
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Step 1: Procurement Details
¢KS RSGFAT A 8 yad ReSaay (AKYS  (CRdzNaNBaySi0 (EAS
@2dz G2 GKS yS
ldzK2NRG& 5SaFAf a

CKAA gAff 0SS | dzi 2 LJ2 LIz RS gRGPIR 2y GKS | dz
t dzof AOFGA2Y 5SGI Af &

CKAA AYTFT2NXIGA2Y R2Sa y20 ySSR (2 06S 02YLXM

AK2dZ6RTATf SR Ay 2y 0S @& RJdzbI @ ahEaINI2 04 4R2 WX ®S N

SYFAf FESNIAYy3I &2dz G2 GKAa®D

t N2OdzNBYSyYy G t NP OSRdAzNB

LJ

p Q)¢

[T S
@ (/))

CKEAGYEK2NI 5 FACGNIREGI V255 R (12 0SS @2y /Syl BRNY
LINE OSRdzZNE GeL)sS +rftaz2 ySSRa (2 06S asStSOiSR
2yfe0 aK2dzZ R 0S SYyiSNBR Fd GKA& adlF3aSo



Step 1: Procurement Details

Authority Details Publication Details

Llywodraeth Cymru
Welsh Government

Supply of Fruit & Veg

Procurement Procedure

Please enter the title and short description of the procurement
procedure and, if applicable, insert your internal reference for the
procurement exercise within the file reference number' field.

* indicates a required field.

Title *

Supply of Fruit & Veg

Short Description *

Supply of Fruit and Veg te the Farmers Market

Procedure Type
7 N
| Open vl

\

File Reference Number @

Number of LOTS
ENNE
= v
Please provide a brief title for each of your lots

LOT 1

‘ Fruit ‘

LOT 2

vz |
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Step 2: Procurement Details
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Standard Selection Questionnaire
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Create ESPD

Step 2: Criteria Selection Supply of Fruit & Veg

Procedure Bidder Information Exclusion Selection

Bidder Information

Additional information about the bidder.
Bidder Information

¥ [2A1] SME

Are you a Small, Medium or Micro Enterprise (SME)?

¥| [2A2] Supported Business

Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual

#| [2A3] Form of participation

Are you bidding as the lead contact for a group of economic operators?

#| [2A4] Subcontracting

Are you or, if applicable, the group of economic operators proposing to use sub-contractors?

{ St SOBR A G NI
CKS lj aBy (6 RY A RSSO Gaa2yS R NER 22 B 288 (0SQGSH SSR_ 2
82dz O2yaARSNI NBt SOt yu (2 &2 dzNJ LJNEOdzNBYSYﬁ SES

g
@l-yﬁz 82dz FNB Fo6tS8 G2 AyOfdRS ast SC
€2dNJ 9{t5 NBIjdSads a2 KL (S yriy@eNRoNEN
TAO (2 @2 dzNBBLINROINBYSYyd SESNDAAS
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Create ESPD

Step 3: Finish Supply of Fruit & Veg

You can now review the ESPD request you have created. If you want to edit your ESPD request, clicking on the “Previous” button will take you back through
the ESPD creation screens.

To save a copy of your ESPD request offline, click on one the export options to download.
Once you have finalised your ESPD request, click “Save and Exit” and you will be presented with two options:
“Save Only” will allow you to return to your ESPD request and make further changes. You will not be able to link your ESPD request to a contract notice.

“Save and Lock” will lock the ESPD request, so that no further amendments can be made. Once your ESPD request is locked, it will be available to be linked to
the associated contract notice.

Authority Details
Official Name: Millstream SQL Testing

Country: United Kingdom (GB)

Notice Details
Procurement Procedure

Title: Supply of Fruit & Veg
Short Decription: Supply of Fruit and Veg to the Farmers Market
File Reference Number:

Criteria
Procedure - Information about Lots

[C63] Requirements on lots
Please provide further information about the lots on this contract.

Procedure - CPV Codes

[C64] Procurement Procedure CPV
Procurement Procedure CPV

Selected CPVs: - 03222100, 03222110, 03222118, 03221000, 03221100, 03221110

Bidder Information - Bidder Information
[2A1] SME

12
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Create ESPD

Step 3: Finish Supply of Fruit & Veg

Previous Save and Exit Export XML Export PDF Export Word

You can now review the ESPD request you have created. If you want to edit your ESPD request, clicking on the “Previous” button will take you back through
the ESPD creation screens.

To save a copy of your ESPD request offline, click on one the export options to download.
Once you have finalised your ESPD request, click “Save and Exit” and you will be presented with two options:
“Save Only” will allow you to return to your ESPD request and make further changes. You will not be able to link your ESPD request to a contract notice.

“Save and Lock” will lock the ESPD request, so that no further amendments can be made. Once your ESPD request is locked, it will be available to be linked to
the asseciated contract notice.

Summary Conduding Statements

Concluding statements

The undersigned formally declare that the information stated is accurate and correct and that it has been set out in full awareness of the
consequences of serious misrepresentation.

The undersigned formally declare to be able, upon request and without delay, to provide the certificates and other forms of documentary evidence
referred to, except where the contracting authority or contracting entity has the possibility of obtaining the supporting documentation concerned
directly by accessing a national database in any Member State that is available free of charge. On condition that the economic cperator has
provided the necessary information (web address, issuing authority or body, precise reference of the documentation) allowing the contracting
authority or contracting entity to do so. Where required, this must be accompanied by the relevant consent to such access.

The undersigned formally consent to the contracting authority, gaining access to documents supporting the information, which has been provided
in this European Single Procurement Document response for the purposes of this procurement exercise.
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An ESPequestcan be linked to &ontract Noticeduring the notice creation stag&Vhen you reach
the Additional Optiongjuestion, the option exists to include an ESPD (Which has to be linked to an active
Postbox). Select the ESPD checkbox, and then select NEXT tearesre

Additional Notice Options

Select any additional options that you would like for this notice.
Go to question: = Additional Options ¥ a

Noted Interest

¥! Indicate that you are administrating this notice on this website and want interested suppliers to record an interest in your notice to obtain further
information.

Other Additional Options

Noted interest must be selected if you wish to use these additional options.

|| Additional Documents

Attach any other supporting documentation for instant download by bidders.

| Questions and Answers

Respond only once to questions, keeping all current and newly interested suppliers up to date in real-time.
¥ Postbox

eTendering - receive and manage tender submissions in a secure environment.

Use the ESPD module integrated within the portal.

Ticking theecheckborsaddsthe option tolink your ESPBequestto the Notice You can seleftom
the drop down lis2 y (0 K SQuiekfiohanddickAdd. 6t £ S aS y20S GKIFG 2yfc¢
Saved & Locked are visible for selection).

If youdo not have a prgorepared ESPD, you can choose to create an ESPhéremn

14
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ESPD

Please select the relevant ESPD from the list below and click add to link it to your contract notice.

If your ESPD is not showing below, it may be because you have not clicked ‘Save and Lock’ in the ESPD module

Go to question: ESPD v @

Select your ESPD: m
Select the relevant ESPD Request and click Add. @
Supply of Fruit & Veg M ~dd X Generate New ESPD

Selected ESPD: Supply of Fruit & Veg

Download File | Remove ESPD

Once added, you can now continue and complete your Contract Notice.

ORAUGAYIWS lydz®D{ G 5

An ESPD can be edited up until it has battached to aContract Notice To edit an ESPD go to the
G+ASs wSljdzSaGae LI IS GKNRBIzZAK GKS 9{t5 /2y (NPt
you will be able tainlock andedit as required.

Once an ESPD has beattached to a Contract Noticeit may nolonger be edited.

If errors are discovered in an ESPD once it has been linked to a Contract Notice, users are required

issue an Amendment notice through ttf82Wwebsite. If the ESPD has several, or seramgrs, itis
recommendedhat youstart the procurement exercisagain

15
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Once the Notice deadline has passed, you will be able to access the ESPD responses through the
Postbox. A PDF version of the ESPD response is automatically generated by the system, but clicking
Open ESPD will display the full Question and Answer setprnvide you with more options for
downloading to various file formats.

Postbox View Details
Details of the selected response are shown below. You can download and save the attached documents by clicking on the appropriate document fitle. To
download the entire response into a zip file click on the relevant link.

Response Details m

Response ID: 73465 Close
Title: Fruities
Created: 16/04/2018
Received: 16/04/2018 16:44
Download: Download postbox response (Zip File)

Contact Details

Organisation:
Contact:
Department:
Address:
Town:

Postal Code:
Country:

Telephone:

Millstream Associates

Anton Kossmann

10 Queens Road
Aberdeen

AB15 47T

United Kingdom (GB)
01224 650 763

Fax:

Email Address: Anton@millstream.eu

ESPD Response

ESPD Response ID: 99582235-b8e3-4f6f-bed7-f77cbef65499
Issued Date: 16/04/2018
Issued By: Anton Kossmann

Open ESPD

ocumen
Document Title Description Size
ESPD-Response-99582235-b8e3-4f6f-bed7- ESPD Response - Test Welsh 220.01
f77cbef65499.pdf Language KB

16
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Suppliers have the option of providing evidence online; if this is done, there will be information in the
ESPDesponse linking you tthe webste where this evidence is held.

If it is not provided in the ESPD response, you may reqtresevidence required through the ESPD
Response Postbox, by clicking equest Evidencbutton. Select which Questions require evidence to
be provided by selecting the tick boxes next to each relevant question.

Once the questions have been selected, click the Request Evidence button again, choose a deadline d
from the Popup calendar boxand an email will then be sent to the Supplier requesting the relevant

evidence.
The Supplier will submit the evidence through an online form, and the Buyer will be notified once the

evidence has been provided.
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