Supplier Registration & Onboarding Guide

New suppliers must register on Jaggaer to be considered for sourcing events. Suppliers can be

activated immediately.
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Self-Registration

1. Openthe Following link https://rrpar|iament.app.’aggaer.com/web/login.htm| andclick Register. This will
open the Registration Data page.

2. Complete the registration form with your organisation’s details and add the details of the main procurement
point of contact in your organisation.

- Mandatory fields are marked with a red asterisk.
- Ensure the email address is correct to ensure you to receive the registration confirmation email.

- Toregister multiple email addresses, use a semicolon to separate them.

3. Click Save. You will receive a registration confirmation email and a verification code which you'll need in order
to complete the process.

After registering, you will be directed to an onboarding page where you will need to add further information
relating to your business.

Ensure your profile is accurate and up-to-date information so this data is readily available in the system. Once

the onboarding page is complete, click Save & Continue.
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management portal Need assistance?

Useful links

Supplier guidance Interested in becoming a supplier? Contracts Finder
Find a Tender Service (FTS)
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User Agreement
USER AGREEMENT
USER AGREEMENT
1. Introduction
V1 ellee st AUTHORITY LT (the he Supplier and use of torespond toan Buyer to participate in 2 procurement exercise.
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1.3 The Systemis mwam by JAGGAER UK L1d and opcsio e BEETHa Ve fgpeencnt sipfetn B suoplers o ks e (ke access 1o e o e ystam e Suppier by a Suppler User accessing the user D provided by, or on behalf of the Buyer the Supplier agrees to k.
1.4 The Supplier the System tation to this U  ithe e expresced and resenied n the System.
15 Intheavet trat ey Confit bobrde o tha MRS 4 T Ut AF vk Tt 11 oo ot byt Byr 12for process), such further rules shalltake precedence over this
21 Thes pplier, free of charge, access by Supplier Users for invitation to tothis User Agreement.
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rights, the Buyer to fortechnical o
3. Registration

I have read and agree to the eSourcing Service User Agreement
O ragree
O Idonotagree
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Logging In
Click the link https://rrparliament.app.jaggaer.com/web/login.html
2. Loginwith the username email address and temporary password received in the email.
3. Enterand confirma new password.
Project Need Help? Supplier Profile
My Projects FAQs Manage your Profile
My SQ Online Guides: Manage Users
SQ open to all Suppliers Responding to Tenders Modify Passwords
My ITTs Supplier Guide Logout

My ITT open to all Suppliers
My Contracts

Contact the R&R Helpdesk:

+44(0) 20 3794 0533



Forgot Your Password?
1. Click on the forgot your username and password?
2. Fillinyour email address.

3. Youwill receivean email with a link to reset your password.

Opportunities

Opportunity Listings are used to advertise forthcoming public procurements. Suppliers can then express interest in the
Selection Questionnaire (SQ) that is linked to the Opportunity.

Published Opportunities

Opportunities can be viewed from the login page by anyone. However, you will need to login to express an interest or to

participate.

Current Opportunities

Sourcing Published Opportunities
Projects Current Opportunities

S0s

ITTs

Auctions

Contracts

Published Opportunities

Expressing Interest

1. Navigate to Sourcing > Published Opportunities > Current Opportunities.

2. Clickonthe project title to view project details.

3. Review project and opportunity details. The Published Lots section displays the SQ that is linked to the listing.

4. Clickon Opportunities beside the SQ you want to express an interest in. Details of the SQ are then
displayed.

S. Review the SQ details and click Express Interest. A pop-up opens explaining that you are about to express interest
in the SQ.

6. Click OK. Another pop-up opens explaining that you have expressed interest in the SQ and to complete a

response

7. Click OK. After expressing, the SQ is moved to My SQs area.
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Response Management Area - You are replying as: My Organisation Only (No consortium)

1. QUALIFICATION RESPONSE (QUESTIONS: 43 )

/1.1 PLEASE NOTE - SECTION OF EVM QUESTIONS:

PO submit Response

g

IMPORTANT: THIS SECTION GONTAINS QUESTIONS YOU MAY HAVE ALREADY ANSWERED IN YOUR ORGANISATION PROFILE, THE ANSWERS TO THOSE QUESTIONS WILL BE USED TO PRE-POPULATE YOUR RESPONSE. YOU MAY CHANGE THESE ANSWERS SO THEY DIFFER FROM THOSE SAVED IN YOUR
ORGANISATION PROFILE AND SAVE NEW ANSWERS ON YOUR RESPONSE. THESE ANSWERS WILL BE APPLIED BACK TO YOUR ORGANISATION PROFILE WHEN THE SQ/ITT IS EVALUATED BY THE BUYER. YOU MAY ALSO SUPPLY DIFFERENT ANSWERS TO THESE QUESTIONS IN OTHER SQS/ITTS. IN THIS
CASE THE RESPONSE SAVED TO YOUR ORGANISATION PROFILE WILL ALWAYS BE THE RESPONSE WHICH WAS MOST RECENTLY EVALUATED BY THE BUVER

NOTE

111 Market Information Event - Access Recording and
Transcript

112 Download Updated DPS Application Pack

1.2 QUALIFICATION RESPONSE - QUESTION SECTION

NOTE DETAILS

‘The UK Parliament and the Restoration & Renewal Delivery Authority Ltd held an online engagement event on Wednesday 20th of November 2024 for those interested in applying for a place on the CCDPS and in bidding for contracts to leam more about the

‘conservation work and procurement process. A transcript and recording of the event are published on our website:

htip: i i/supply-chain-0/work-pariaments

The latest version of the Clarific

ns Log (Q8A Log) recorded during the Engagement Event and the Initial Application Period is available to downioad from the Attachments menu (upper-left corner of this page).

‘The DPS Appiicaticn Pack has been updated following the Initial Application Period. We would like to draw your attention to the updated Attachment 5 ‘Service Categories Descriptions’ with more detailed descriptions of each Category.

Please also note that new Attachment 7 'Case Study Template is to be used for writing Case Studies to demonstrate relevant experience.

‘The entire updated DPS Application Pack i

from the ‘Buyer

DESCRIPTION

* Upload your completed Attachment 4 - Selection Questionnaire (SQ).

QUESTION
121 Attachment 4- Selection Questionnaire (S0)
122 Attachment 4.1 dential and or Ct

Sensitive information form

Attachment 4.1- Ct or form.

menu in the upper-left comer.

RESPONSE

(nofile attached)

(nofile attached)



Preparing your Response and Documents

Supplierresponses can be provided by downloading the SQ documents, completing them offline,and then re-
uploading the completed documents. Firstly, download the DPS Application Pack from the Buyer Attachments menu.

The following steps will guide you on how to submit your response to the SQ:

1. Navigate to Sourcing > SQ

2. Select one of the sub-menu items:

2.1 View the SQ details, download buyer attachments, view and send messages, and submit a
response.

3. ClicktheTitlelink to open the SQ. The SQ opens on the My Response page.

= Alongwith the SQ and project titles and codes, the SQ header displays the closing date and supplier
submission date. If the response date has passed, this information will be highlighted in yellow.

- Ifthe buyer has provided instructional attachments to the SQ), a link to the attachments is displayed above
the SQ navigation. This link takes you to the Buyer Attachmentsarea.
4. Onthe My Response page, you can choose to Create Response or to Decline to Respond.

Click Create Response to begin the response creation process.

If you choose to decline, you are presented with an optional field for entering the details of why you

declined.

Submitting your Response

When theresponse is complete, you can publish your responses to the buyer organization by clicking Submit

Response on the SQDetails > My Response page.

Ifany mandatory data is missing orinvalid, a pop-up box will indicate the fields that must be corrected before the
response can be submitted.

1. Navigate to the SQ. Click on the pen symbol to upload your completed SQ and supporting documents:

50 Detalls Messages (Unread 0)

Settings Buyer Attachments (0) My Response Associated Users
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1.1 PLEASE NOTE - QUESTION SEGTION

NOTE NOTE DETAILS

>l

111 Market Information Event - Access Recording and
Transcript The UK Parliament and the Restoration & Renewal Delivery Authority Ltd held an online engagement event on Wednesday 20tn of November 2024 for those interested in applying for a place on the CCDPS and in bidding fer contracts to leam more about the
conservation work and procurement process. A transcript and recording of the event are published on our website:

hitps | uk/supply-chai fpariiaments-herit lecti

The latest version of the Clarifications Log (Q&A Log) recorded during the Engagement Event and the Initial Applicati fodl 1o download from the Attachments menu of this page).

112 Download Updated DPS Application Pack The DPS Application Pack has been updated following the Initial Appiication Period. We would like to draw your attention to the updated Attachment 5 Sevice Categories Descriptions' with more detailed descriptions of each Category.
Please also note that new Attachment 7 *Case Study Template'is to be used for writing Gase Studies to demonsrate relevant experience.

The entire updated DPS Appiication Packii from the ‘Buyer. * menuin the upper-ieft comer.

1.2 QUALIFICATION RESPONSE - QUESTION SECTION

QUESTION DESCRIPTION RESPONSE

121 Attachment 4 - Selection Questionnaire (SQ) * Upload your completed Attachment 4 - Selection Questionnaire (SQ). (no file attached)

122 Attachment .1 - Confidential and or Commercially  Upload completed Attachment 4.1 - Confidential and or Commercially Sensitive information form.
‘Sensitive information form (no file attached)

123 Attachment - Pricing Information 6-

(no file attached)



2. You will then be able to upload individual files by either dragging and dropping them into the areas provided, or by
clicking on ‘Browse’ and by selecting each file to upload. Please remember to click on Save Changes button to keep
changes and save the files.

SQ: Test DPS v3 13May2025 - SQ: DA1139. - Houses of Parliament Restoration & Renewal Programme - Collections Conservation Dynamic Purchasing System (CCDPS’) Running Save Changes Cancel
5| Validate Response:

~
1. QUALIFICATION RESPONSE (QUESTIONS: 43 )

1.1 PLEASE NOTE - QUESTION SECTION

NoTE NOTE DETAILS

111 Market Information Event - Access Recording and

Transeript The UK the ion & Renewal Delivery Authority Lt i event on 024 for those interested in applying for a place on the CCDPS and in bidding for contracts to leam mare about the conservation work
and A recording of the event on our website:
https:
The latest version of he Clarifications Log (Q&A Log) recorded during the Engagement Event and the Initial Application Period is eft comer of this page).
112 Download Updated DPS Appiication Pack The DPS Application Pack has izl Application Period. your attention to the updated Attachment 5 ‘Service C: tions' with i each Category.

Please also note that new Attachment 7 Gase Study Template'is to be used for writing Case Studies to demonstrate relevant experience.

The entire updated DPS Application Pack is downloadable from the Buyer Attachments’ menu in the upper-eft comer.

1.2 QUALIFICATION RESPONSE - QUESTION SECTION

QUESTION DESCRIPTION RESPONSE
121 Attachment 4 - Selection Questionnaire (SQ) * Upload your completed Attachment 4 - Selection Questionnaire (SQ).
£ Drop File or Browse °
122 Attachment 4.1 - Confidential and or Commercially  Upload completed Attachment 4.1 ial and or formation form,
Sensitive information form # Drop File or Browse ]
123 Attachment 6 - Pricing Information Upload completed Attachment 6 - Pricing Information.
£ Drop File or Browse °

1.3 CASE STUDIES - QUESTION SECTION

3. Upload Attachment 4 (Selection Questionnaire), Attachments 4.1and 6 into the Qualification Section as shown
above.

4. Upload each Case Study into the relevant Service Category as shown in the picture below.

5. Ifyou are bidding as a Group or Consortium, or are relying on a Sub-Contractor to meet the selection criteria (see SQ
paragraph 3.5) then the relevant parts of the SQ), (1 and 2) can be uploaded to the Additional Attachments Area. If you
click on the 'Add/View Attachments' - next to the arrow as shown in the picture below - you will then be able to upload

additional attachments. Please contact the Delivery Authority for further guidance.

6. Please remember to click on ‘Save Changes’ button (or on ‘Save And Exit Response’).

SQ: Test DPS v3 13May2025 - SQ: DA1139. - Houses of Parliament Restoration & Renewal Programme - Collections Conservation Dynamic Purchasing System (‘'CC... Running save Changes Cancel Save And Exit Response
» Validate Response
Y AL ST Y U YIS, TV 1 GHIYS LS v s == -
1.3.36 Category 18 Case Study example 1 Upload your first Case Study example for Service Category 18 -
Heritage Collections Conservation Services: Frame Conservator. # Drop File or Browse [ ]
1337 Category 18 Case Study example 2 Upload your second Case Study example for Service Category 18-
Heritage Collections Conservation Services: Frame Conservator. # Drop File or Browse [
1.3.38 ‘Category 19 Case Study example 1 Upload your first Case Study example for Service Category 19 -
Furniture Conservation and Craft Services: Furniture Conservator/Restorers. # Drop File or Browse °
1339 Category 19 Case Study example 2 Upload your second Case Study example for Service Category 19 -
Furniture Conservation and Craft Services: Furniture Conservator/Restorers # Drop File or Browse ]
13.40 Category 20 Case Study example 1 Upload your first Case Study example for Service Category 18 -
and Craft Services: L # Drop File or Browse [
1341 Category 20 Case Study example 2 Upload your second Case Study example for Service Category 18-
and Craft Services: | & Drop File or Browse o
‘Add/View Attachments

1.4 ADDITIONAL ATTACHMENTS AREA

| © o attachments.

7. Click on Submit Response. A pop-up opens explaining that you are about to submit the response.



Creating, Sending & Reading Messages

1. Navigate to the SQ.

2. Navigate to the Messages tab, then click Create Message. A page for creating the new message opens.

¢ SQ: TEST DPS - Test DPS Running
SQ Det

ails I Messages (Unread 0),

Create Message Received Messages Sent Messages Draft Messages Forwarded Messages

3. Selecta Message Classification.

4. EnteraSubject.

S. Enterthe Message.

6. Optionally, add an attachment to support your message.

7. Click Send Message.

5Q: TESTDPS - Test DPS. Running

5| Messages

 Message

# Message Classineation suoject

{unclessiied) -

Message

~ Allachments P —
FILEHAME FILE DESCRIPTION COMMENTS

@ o Auachments

Under the Messages tab, a Sent Messages areais displayed. From this page, you can keep track of sent messages, see

if they were read by the buyer, and see the message replies.



Responding to Messages

1. Navigate to the SQ.

2. Underthe Messages tab, navigate to the Received Messages page.
3. Click Reply to compose your message to the buyer.

4. Click Send Message to sendyour reply.
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