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In-tend

Procurement Solutions

Introduction

This Step-By-Step Guide is provided to assist you in using the (In-tend) e-tendering system.
Once you have registered, you will be able to maintain your company information, return
tender submissions and maintain company/contract documentation in a secure area via the
internet.

If you encounter any difficulties whilst using the system you can contact out Support team by
phoning +64 980 180 28 or emailing support@in-tend.co.uk

Registering on the e-Tendering system

Visit https://in-tendhost.co.uk/pharmac/aspx/Registration to access the (In-tend) supplier

portal.

From the homepage click on Register

PHARMAC

TE PATAKA WHAIORANGA

New Zealand Government

In-tend

e-Tendering Solution

# Home

& ContactUs [ Tenders [# Register @ Help

A Important Information £

As one of our suppliers, we need to make sure you receive our email notifications. To ensure our emails reach your inbox please add our email domain @in-tendorganiser.co.uk to your safe

senders and chedk your spam filter settings. Thank you.

Pharmac External Tender System

From this website, you can

* View alist of available tenders.

Wiew information on previcus tender bids you have submitted

» Express interest ina particular tender or quatation

* Receive relevant tender documentation.

Safely return your tender bids

s Send and receive correspondence on tender related issues.

How do | get started?

s Tobrowsethelist of tenders, select the Tenders > Current option. If you are interested in any of those listed,

click the View Details button for further information 2nd to express your interest

» To gain full access to this website, you must register your company / organisation using the Register option.

» When your registration has been accepted, you will receive an email containing your Login information.

Onee you have received your Login Infarmation, or if you are already 2 registered user, enter your credentizls
and click the Login buttan

Click hers to sae this website's Privacy Policy as well as its Copyright Information.

Pharmac procurement policies and initiatives.
» For further information on Pharmac procurement policies and initiatives please click on the fallowing link:

http:/pharmac.govtnz/

Login

Recover

Password

NOTE: Please be aware that failure to
provide correct login information
three times will result in your account
being locked

Register
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Registration process

As part of the simple registration form you will be asked to complete your Company Details,
Company Contact Details and Primary User Details. Email alerts and actions will be sent
to the email addresses you provide, so if possible it is useful to enter a general company
email address or distribution list email in the Primary User Details section such as info@
*rrxk co.uk.

For cases where this person or inbox may be unavailable, we strongly recommended you
add an Additional User (located at the bottom of the screen) so they can gain access to the
site and also receive a copy of the emails. All fields with an asterisk are mandatory.

Registration

Company Details Business Classifications Extra Details

In order to gain full access to this website you must register your company / organisation details

If you believe that your company / organisation has already registered on this site but you are a new user who requires access, please contact one of the existing registered
contacts and ask them to add you as a new contact

PLEASE MOTE: All fields marked with * are required

Company Details

* Company Mame:

Company Reference Company Registration Number

Type: Unigue Taxpayer Reference
I donot have a

Company Ref Mo : Company Reg
MNumber

Website :

Tax identification code:

* Supplier Type: Please Select -

* Arevyou an SME? Yes Mo

Address

* Addressline1:

Address Line 2:

Town/City :

County/State :
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Address Line 2:

Town/City:

County/State :

* Postcode/Zip:

* Country: -
Banking

Bank Currency: Please select an item -
EIC or SWIFT: O

Country:

Contact Details

* Telephone:

Fanc:

User Details - Main Address

Main Contact: (]

Title

* Contact First Name:

* Contact Last Name :
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Procurement Solutions

Telephone : v
Fax: 4
Mobile: -
Job Title:

Department :

* Email Address:

Confirm Email

Address

* Password :

Confirm Password :

Send a copy of all e-
Mails to this user

Don'‘tsend project
correspondence

Rights

<]

Add/Edit Contacts

<]

Manage Company Details

<]

Manage Tender Response

<]

Submit Tender Response

<]

View History Tab

Manage Banking Details

Registration

Comparny Details Business Classifications Extra Details

Classifications

Typein a keyword and click Search. For the complete list, click search while box is empty ]

Category Title
Medical Devices +
Pharmaceuticals +
Category Title

Register My Company

Key: ~ Mandatory
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In-tend

Whilst registering you may only add one additional point of contact, however after the
registration is complete you may login to your account and add as many additional contacts
as you like.

Classifications tab allows you to add the business category codes relevant to your
company. Enter a keyword or click on the search button to see the full list of available
categories. Click the blue + symbol to add a category you require. You can add multiple
categories.

Once you are happy with the details click on Register My Company

Registration

Company Details Business Classifications Extra Details

NZBM:

Register My Company

Key: * Mandatory

You should not register your company more than once, unless they are under a separate
company registration number. If your company has several locations, register the company
against the head office and add contact details for individuals at the different locations. You
can add one additional user at the time of registration. Once registered, you can add several
contacts in the Company Details section.

Once registration is complete, the system will then thank you for registering and inform you
that your details are being processed. You will then shortly receive an email with
confirmation of your email and password.

| Registration Complete |

| Thank you for registering |

Thank you for registering with the PHARMAC electronic tendering web site.

Confirmation E-Mail

“Your details are awaiting processing, and each contact will be sent an email to confirm their registration has been accepted.
These e-mails will contain the automatically system generated User ID, as well as a reminder of the e-mail address.

Upon receipt of the registration e-mail you will be able to login to your secure area of the web site.
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Supplier Rights

Supplier rights can be setup against each individual user. These are setup within the
“Company Details”. In this area you can add additional company information and
further users against your supplier account as well.

Company Details

Details Extra Details

Contact Details

If you would like to Edit an existing Contact, please select the Contact name from the Dropdown Menu.

Contact:

Title:

* First Name:

* Surname:

Telephone:

Fax:

* e-Mail :

* Confirm Email :

Mobile :

Job Title:

Department :

Office:

* Password :

* Confirm Password :

Contact Details Business Categaries Address Documents

Tender Team
Tender
Team

+64 *| 1

+64 | 2
tender@pharmac.govt.nz

tender@pharmac.govt.nz

+64 *| 3

oooooooooooooooo

sesaBERLIIRRRRLS

Send a copy of all e-Mails to this user

” Addiew Contact
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Alerts

Once you login you have your own login page where instructions are given as to what to do
next. Red text indicates you have been invited to tender or an action/correspondence has
been issued.

PHARMAC External Tender System

You currently have:

« 2 outstanding actions

What do | do next?

.

To see a list of all tenders you are inveolved in click My Tenders uncer Tenders. This is where you wil be able to view any documents
wyou have been sent, make your return and check your progress on the tender

To express interest in a tender click the Tenders button from the menu bar at top of the page. From here you will have access to a list of
tenders. Select the View Details button and from here you can express interest via the Express Interest button

To view the history of your correspondence click the Messages button.

.

To send correspondence click the Messages button and select Send Correspondence.
PHARMAC procurement policies and initiatives.

« For further information on PHARMALC procurement policies and inttiatives please click on the following link.

Tender Opportunities

To access tender opportunities hover over the Tenders section at the top menu bar and
then click on Current, this will provide you with a full list of current tender opportunities. For
a tender that you are interested in you should click View Details .

# Home & Contact Us & Messages 5] Tenders @ Company Details © Help ® Logout

Tenders
Search Sort Title Sort Date documents can be reguested until
23/24 Practice Tender Date documents can be requested until: 30 Oct 2023 14:52
Search

My Tenders € Current Status You have received tender documentation,

Show all.. L . § . o
Description Suppliers practice tender for the 23/24
Directive Pharmaceuticals / Medical Devices

View Details

From the Tender Management screen you are able to View Details in the tender.
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PHARMAC

TE PATAKA WHAIORANGA

In-tend

New Zealand Government e-Tendering Solution

#Home @& ContactUs  ®Messages [ Tenders @ CompanyDetails @ Help [ Logout

Tender Management

You have received tender documentation.

Tender Dates & Documents Bidding Bid Reports Correspondence History

23/24 Practice Tender g
Title: 23/24 Practice Tender
Description : Suppliers practice tender for the 23/24 ITT

Directive: Pharmaceuticals / Medical Devices

Submitting a Return

Once you express interest and click on the “Dates & Documents” tab you can then access
the tender documents. If you scroll down you can “View” and “Download” them, further down
the page you have to also provide the documents requested as a placeholder. If they are red
you are unable to submit your return without providing this document.

Tender Dates & Documents Bidding Bid Reports Correspondence History

How To Attach & Submit Documents

* 1 If any mandatory documents have been requested, they will be shown in the My Bids Submission section against 2 red button.

* 2.To attach additional documents you wish to submit as part of your tender bids submission, click the Attach Documents button under the My Bids Submission section (if
available). These will then appear in the My Bids Submission section.
MOTE : Large files may take some time to upload.

s 3. Whenyou have completed the abave steps, reviewed your bids and are ready to submit your tender bids submission, click the red Submit Bids buttan at the battom of the

page on the Dates & Documents tab or Bidding tab.

CurrentTime: 30 Oct 2023 13:16:14 DueDate: 31 Oct 2023 12:59:00 Time Remaining: 23 Hours 42 Minutes 45 Sec

Tender Details

Stage Name
Locked Until
Closing Date
Project Title

Project Description

Tender Documents Received - Main

My Bids Submission - Main

2022-10 Tender Submission Offer Letter.docx

General

Dates & Documents
31 October 2023
310ctober 2023
23/24 Practice Tender

Suppliers practice tender for the 23/24 ITT

Description

Description

(Microsoft Word Docurmnent)

Tender Submission Offer Letter

Options

Options

Upload Document
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You can then upload any relevant documents and then the next step would be to add your
bids against the items requested in the “Bidding” tab.

My Bids Submission - Main Description Options
2022-10 Tender Submission Offer Letter.docx {Microsoft Word Document)
View Download Remove
General Tender Submission Offer Letter
i Upload Document

Tender consultation to suppliers - draft.docx (Microsoft Word Docurmnent)
b plErs e - ' View Download Remove

Tender test document.docx (Microsoft Word Docurnent]
- y ® = i View Download Remove

Select documents you wish to add to the My Bids Submission section above using the Attach Documents button below.

MOTE: Large files can take some time to upload.
HNOTE : Document Placeholders have been uploaded by the Procurement Department. Please upload 2 document for each mandatory placehalder before making 2 return.

<.

Drag file here or click 'Uplozd File' below.

Upload

Submit My Bids

When you have completed all the sbove steps and are ready to submit your bids_ click the Submit Bids button
Mote: After submission, the button below will change to Modify Bids. By clicking Madify Bids, you can reopen your submission and make changes. You MUST resubmit your bids to

ave the modifications recognised by PHARM

C, or the originally-submitted bids will be considered final. Your last submission will supersede any previous submissions.

Mote: You can make one or more bids on this stage. Your |ast bid will supersede any previous b

Submit Bids

Tender Documents Received - Main Description Options

2021-11 Tender Submission Offer Letter.doc
Final 2021_22 Invitation to Tender including Schedule Two (pdf version).pdf
Hospital Usage Data (PDF).pdf
ption pharmaceuticals pdfl pdr
Supplier e-tendering guide - Pharmac.pdf

PHARMAC Labelling preferences for pres

My Bids Submission - Main Description Options

Genera Completed Tender Submission Offer Letter (required) Upload Document
General Supplier attachment (non-mandatary) Upload Document
General Supplier attachment (non-mandatory) Upioad Document
General Supplier attachment (non-mandatary)

H
3

Upload

Gener. St er attachment (non-mandatory)
eneral upplier attachme: on-mandatory Upload D ment
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Searching for an ltem

The next step is to add your bids against the line items, to do this you can either search for
the product. Or you can use the filtering to hone down into the category of item you require,
the top tier “Category 1" is the top level and is more generic “Category 2" is further down.
Then the “Product Group “is the group under the top two filter parameters, this will then show
the items matching the criteria.

You can also filter between bids that you have made by using the tick-boxes, these will limit
the items listed and makes it easier to identify “Completed”, "Not Started” or "Not
completed”. Each are very different and relate to the progress you have made in completing
them.

Once you have searched for the product you require click on it and a dropdown list should
appear with everything required for the bid against the line item. Click on “View/Bid” to get a
more detailed view.

Tender Management

“You have received tender documentation.

Tender Dates & Documents Bidding Bid Reports Correspondence History

Search
e

Filter

Category 1 Al v

Ccnpeted I'r_:mr:lete B riot started

Showing 1to 250f 159
Product Group Status Expand All ¥
ACE Inhibitor Complete Expand ¥ View /Bid

Adding a bid

Once you click on “View/Bid” you get a more detailed overview of the items required. To add
a bid against an item click on “Add Bid”
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Bisacodyl

Line Item Sole Supply Units Cost

Teb3mg Mo 1,869,932 £36,004
Individual Bids

Add/Edit Defaults
Unit Subsidy Supply ABA Limit Comments

$0.03 CH 5% AddBid

CurrentBids ~ Units  PackSize  Strength  Community bid per pack (NZD) Hospital bid per pack (NZD) Combined bid per pack (NZD) Status

Mo data to display

Add Aggregated Bid Apply Default Values to All Bids

Close

You can then fill in the information against the item. If you have already filled in some
of the fields before you can use the “Apply Default Values” button and they will be

pulled through.

Item Bid Details

Apply Default Values

Product Group Line ltem Sole Supply Units Cost Unit Subsidy Supply ABA Limit Comments
Bisacodyl Tzb 3 mg Mo 1,669,932 536,004 $0.03 CH 3%
* " Packaging Type * gt . % .
Packaging Type Units Unit Type (Other) Pack Size
(Other)
* Packaging/ Units
information I I
* Community bid per pack (NZD) * Hospital bid per pack (MZD) Combined bid per pack (NZD)

* Line Item Bids:

* Product Brand Name
* Brand /Lead Time

Information:

PHARMACODE

Classification codes :

* Current market approval status
* Market approva

timing -

* Dossier submission type
* Daossier

Submission -

* Lead Time (months)

GTIM NZMT CTPP

Date of market approval (dd/mmAnyyy)

Date of expected dossier submission

Date of submission of dossier (dd/mm/yyyy) (dd/mmyyyy)
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Once you have filled in all of the mandatory fields marked again with an asterisk you have a
couple of options. You can “Clear all answers” this will clear this page, “Save” and then
“Close”.

Once saved it then updates your bid area saying that it is completed as long as all of the
mandatory fields are filled in.

Manufacturer details
(alternate) :

* Packaging site details :

* Distribution details :
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Adding an Aggregated Bid

As well as submitting individual bids you can also submit an aggregated bid which allows
you to group items together and create a bid in itself. To do this you have to add an initial bid
beforehand. Then you select the items you want to group together and click on aggregated
bid, this will group the items together as 1 bid to create this bid click on “Edit Bid".

Your individual pricing for each item are pulled through so you can see each bid. You can
then input the new values for the aggregated bid below.

Adapalene Add/Edit Defaults
Line Item Sole Supply Units Cost Unit Subsidy Supply ABA Limit Comments
Crm 0158 Mo 295020 $225100 $0763 ECH 5% Preference for a maximum pack size of 30 g Add Bid
Gel 015 Mo 524.1%0 $399.%57 $0763 ECH 5% Preference for a maximum pack size of 30 g Add Bid
Individual Bids
Current Units Pack st h Community bid per Hospital bid per Combined bid per Stat
Bids M size TEET pack (NZD) pack (NZD) pack (NZD) e

? Crm0.1% Bag 100 100 1.00 complet=  ([IFSRIRR
b Gel0.1%  Bag 100 100 100 Complet= (NS

Add Aggregated Bid Apply Default Values to All Bids

Please note that you will only be able to input the same bids as the individual bid. If you have
bid for hospital only you will only be able to include a hospital only aggregate bid. To submit
a combined aggregate bid your individual bids will need combined prices.
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Tender Tender Documents Bidding Bid Reports Correspondence History

Individual Bids Information

Community Hospitalbid Combined bid

Packagi . N . Product Brand
Tac aging Units Pack Size Strength bid per pack per pack per pack Nro uctBran
- - i ame
Packaging / Units e {NZD) (NZD) (NZD)
information : 4.Cap hydrochloride 150 mg Carton Bag 1.00 1.00 1.00
Jni150mgpermlaml oo Bag 1.00 1.00 1.00 1.001
ampoule

Aggregated Bid
Please note that in order to enter the pricing for the aggregated bid section, you will first need to provide corresponding prices for the individual bids.

* Community bid per pack (NZD) * Hospital bid per pack (NZD) * Combined bid per pack (MZD)
4, Cap

hydrochloride
* Line Item Bids 150 mg

5. Inj150mg
per ml, 4 ml
ampoule

Clear All Answers

Once you have finished click on “Save” and your bid will be saved as an aggregated bid.
You could then remove your singular bids and continue the process and then submit your
return.

Individual Bids

c tBid Unit Pack st h Community bid Hospital bid Combined bid
urrentBids e rengt per pack (NZD)} per pack (NZD}  per pack (NZD)

Size
4 Cap hydrachloride Ba; 1.00 1.00 1.00 100 Complete e q
i : P EditBid [l RemoveBid
5 Inj130mg per ml, 4 Bz 1.00 100 100 100 Complete L "
-7 e = » Editeid [l RemoveBid
I ampoule

Add Aggregated Bid Apply Default Values to All Bids

Aggregated Bids

Status

c < Bid Units Pack st h Community bid per Hospital bid per Combined bid per stat
urrentiids n Size rengt pack (NZD) pack (NZD) pack (NZD) atus
4 Caphydrochloride Ea 100 100 Complete fL q
‘-J - : ’ SR
150 mg
5 Inj 130 mg per ml, 4 Bag 1.00 1.00
ml ampoule

Close
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Submitting the Bid

Once you have added your bids against each item you can then submit your return which
will send it through to the buyers organiser for review. To do this click on the “Submit Bids”
button.

Submit My Bids

When you have completed zll the above steps and are ready to submit your bids, click the Submit Bids button.
Mote: After submission, the button below will change to Modify Bids. By clicking Madify Bids, you can reopen your submission and make changes. You MUST resubmit your bids ta
have the madifications recognised by PHARMAC, or the originally-submitted bids will be considered final. Your last submission will supersede any previous submissions.

Mote: You can make one or more bids on this stage. Your last bid will supersede any previous bids.

Submit Bids

.l

Submission Wizard

Do you wish to export a copy of your bids prior to submitting them to PHARMAC?

Please note bids can also be exported under the Bid Reports tab, even after submission.

Completed Incomplets [riot started

Export as PDF BExport as CSV

Do you wish to continue with the submission?

I TN | & | BN

If you try and submit your return without completing your bids then you cannot submit your
return. Before you submit your return you can export your bids as CSV or PDF formats. This
will allow you to filter again as to which bids are exported. Once you are happy click on
HNeXtH
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Tender Bids Export

Export Details

Tender Name 2022423 Practice Tender
Supplier Name PHARMAC Tender Team
Tender Start Date 2022-09-27T00:00:00.000
Tender Close Date 2022-10-23T10:59:00.000
Contact Person Name Tender Team

Contact Person Email tender@pharmac.govt.nz
Contact Person Phone 1

Export Date 2023-10-30T14:41:21.316
Exported By Tender Team

Tender Bids

Adapalene Tender Bids

Individual Bid: Crm 0.1%

TenderBidID 9931
Chemical Adapalene
Formulation Crm 0.1%
Packaging Type Bag

Packaging Type (Other)

Units Bag

Unit Type (Other)

Pack Size 1.00
Strength

Community bid per pack (NZD) 1.00
Hospital bid per pack (NZD) 1.00
Combined bid per pack (NZD)

Product Brand Name 1
Lead Time (months) 1
PHARMACODE

GTIN

NZMT CTPP

Current market approval status Approved

Date of market approval (dd/mm/yyyy)

Dossier submission type Medsafe registration up to date - no proposed changes

Date of submission of dessier (dd/mm/yyyy)

You have to then agree to the organisations terms and conditions before submitting. Once
you click on “Yes Submit Bids” it will have been submitted

Bids Submission Receipt

Here is the receipt of your bids submission. Please Print 3 hardcopy for your records m
Tender: 2022/23 Practice Tender
Stage: Tender Documents
Submitted At : 300ct 2023 14:43
Submitted By: Tender Team
Submitted By (e-Mail) : tender@pharmac govtnz

Documents Returned : 1 item(s)

2022-10 Tender Submission Offer Letter.docx (General)
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Bid Report

It is possible to pull off a quick bid report of any bids you have made. This can be done either

a PDF or CSV file. To do this navigate to your “Bid Reports” tab and click on either “Export
as PDF” or “Export as CSV”.

Tender Tender Documents Bidding Bid Reports Correspondence History

Tender Bid Reporting

M completed Incomplete Mot Started Export as PDF Export as C5V Export Bid Summary PDF

Product Group

Status
Abacavir Sulphate with Lamivudine

Tab 400 mg with lamivudine 300 mg Mot Started

Once you click to export it will be pulled off the system straight away. The export can be
used for audit purposes or as a record of your bid.

Correspondence

This procedure is used to receive and send a communication regarding a tender/contract via
the website.

[COrrespondence l
Search l [Please note : The correspendence area is only to be used for tender based gueries, please see the help section for the technical contact details ]
I—I ' “ Message IM l
Received
Sent .
Unread Subject: Changed Deadline
Read M . -
Show all.. essage: | Good Evening,
Due to further discussion we would like to change the deadline dates.
Filter l
Project
|Mone il Date: 25 Jul 2016 16:35 Direction: | Message Received
Contract
|None T
[ Date Subject Associated
l Options l = N B
25 Jul % Changed Deadline Cardiovascular System - Alpha
| I 2016 16:35 Adrenoceptor Blockers
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If you receive Correspondence you will firstly receive an email alert informing you of this.
You will need to login to the secure area of the system to view it. When you first login you
will see on the homepage in red text that there is unread correspondence. If you click on
the link it will take you straight through to the message(s).

Tender Tender Documents Bidding Bid Reports Correspondence History

Search [ For technical queries, please see the Contact Us section for In-Tend Technical Support.

Received Date Sent: Subject

Sent

Unread - there is no correspondence that matches your criteria -

Read
Showall.

Filter +

Options

Create Correspondence

As you can see you are able to see the message(s) received from the buyer and the project
in which the message relates to. You can then click on reply to respond to the buyers
message(s).

If you require any additional information or help, please contact the In-tend Support Desk.

In-tend Support
Tel: +64 980 180 28
Email: support@in-tend.co.uk
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