HM Revenue

& Customs Mini Reference Guide

Respond Offline

Responding offline is used for placing initial bids/responses within a template. The template is
exported out of the system and downloaded to your local system. The bids/responses are
provided within the template and imported back into the system.

Strict attention is required to the guidance at the bottom of the off-line response template to
ensure your response is imported. Responses which do not comply with this template will need
to be modified prior to importing. It is recommended to only use the template for more complex
events.

1. Export the Template

@it Lo ] e v [ = ¢ 0 & il [®

Steps RFx{s) > 2-56S-2008-SupplierOffiin... iﬁﬂmililm Time: 21t 9m 47s

Open Time:Z306/2003 16:4) BST
Clese Time 230872002 1400 BST
Status:0pen

Description: Type: RIP

1. Click the e

Cillian Shott; 07302 233269

& R Atichments (1) D fun BEP Repart

B pr Mesaces ()

Respond Offline N\

3. From the Export
Data window, click
the Export button.

qll like to perform?

O Import Responses
(O Export questionnaire and ling tem infarmation ta view vwhen creating offing
responses

(NOTE: Questionnaire and Line flem exgort is for informational purpases only and
can not be used for importing responses)

4. From the Data

Manager window,
click the refresh
icon.

5. Right click on
Done-Click here
to download
results and select
Save Target As.

6. Save the template
to your system.
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£ The XLS file type usually wabs best if you plan to samplete the template in Misrosoft
Excel. Use XL or CEV if any data fields have "special characters” or are longer than 258
charactars.
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¢ Selecting the 3™ option on the Respond Offline screen, “Export questionnaire and line
item information to view when creating offline responses”, is also quite a useful way of
downloading the event for discussion and circulation within your business prior to

providing a response.
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2. Place Responses in the Template

1.

Steps

Open the excel
spreadsheet that
you exported from
the system.

Place your
responses in the
Response Area.

Place your bids in
the Price Per Unit
cell for each line
item.

Save the
spreadsheet when
finished.
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Tips

Details of how to complete the template offline are detailed at the bottom of the

spreadsheet.

E

| 28 |item 3
29

Freight Charge

Currency

"One Time CI
individual iten The add on c dies Freight Charge
Burrancy

1 000

é‘

0

The template is used to place responses to questionnaires as well as the bid fields.

Ensure that all areas within the spreadsheet which are shaded remain shaded and that
all input areas remain with a white background.

Responses to questionnaires need to comply with the Answer Type for the particular
question. See instructions at the bottom of the spreadsheet for the different answer

types.
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3. Import the Template
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2. From the Respond
Offline window, select
the Import Responses
option and click OK.
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Tips
e Initial bids can be placed offline and subsequent bids on the same line items can be
updated through the application.

¢ Once a bid has been submitted to HM Revenue & Customs (HMRC) a “B” icon appears
next to the line items. This indicates that a bid has been submitted to HMRC.

e [f the number next to the “B” icon is greater than one this means that you have two bids
for the same item. If this is not intentional please click the “View Bids” button to
delete/cancel one of the bids.

e Do not be alarmed if your initial input fails. The exact instructions on the template need

to be followed and are precise. Click on “failed” and view the reason for the failure.
Then repeat the process. If an import fails no data is imported.
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