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Overview

AWARD has been used across the public and private sectors since 2001 and delivers a broad array
of evaluation capabilities and functions.

This document covers the use of AWARD Data Rooms. The AWARD 6 Data Room module provides
the ability to set up a virtual data room to securely manage access to and to share documents
with external Suppliers. Access can be controlled to allow specific users online access to
documentation.

Data Rooms have a separate licence which must be enabled to allow you to create and configure
Data Rooms. Please contact your Account Director should you require further information.

This document covers the use of AWARD Data Rooms by Administrators or Project Managers.

Data Room Structure

The main elements of a Data Room Project are:

[0 Suppliers and Supplier Users — the external Suppliers, and the Supplier Users who will be
accessing the Data Room on behalf of those Suppliers.

[0 Internal Users — Project Users with Project Manager, Project Support, Stakeholder and Data
Room Access roles who can administer/view the Data Room information.

[0 Document Groups and Folders — containers for all the Documents uploaded to the Data
Room. Internal Users can be assigned access to specific Document Groups.

0 Documents — uploaded Documents can be Published, Invalidated, Hidden, Moved and
Downloaded by Project Managers. Suppliers can Upload, View and Download Documents.

O Document Filters — provide customised tab views of the Documents for specific visibility
for specific groups of Users.

[0 Notifications — consist of Information Notices and Document Change Notifications for
Published and Invalidated Documents. If Clarification Notices are enabled (under
Tools/Supplier Settings) there will also be a view for these.

Clarifications — queries from Suppliers that require responses from Project Managers.
Authority Queries — queries from Project Managers that require responses from Suppliers.
Tasks — requests for information or work required. They can be linked to Clarifications.

Messages — one-way informative messages from Project Managers to Internal Users.

o o o g o

Reports — can be run against the Configuration, Communication items and Document
Access. Custom Reports can also be created.

O

Activity Stream - a list of recent activities (such as Uploads, Downloads, Notifications,
Documents Published and Invalidated) displayed on all Users’ Home Pages.
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Creating the Data Room Project

You need to be an Administrative User or Project Manager/Project Support User (with a Create
Project role if you will also be creating the Project) to configure the Data Room Project.

You create the Data Room Project from the Create option under the relevant Projects list, clicking
Create Supplier Interaction or Data Room Project then selecting Data Room as the Project Type.

Create Project Pre vt Cancel

You are mresting a Froject that wil allow Invited Supphers 1o access this Project

Project Detalls

Namn *

Progect Type * B Datn Roor

Project Group
Short Description

Descnphon

Start Date

vl Date

Note: Do not select the Automatic Cost Calculation option as this is only applicable to Evaluation
Projects:

Automatic Cost Calculation

' AWARDS pre-defined Costing Methods 10 calculate Cott sccees based on the Submssian costs, Lodve this option unchecked o you itend to

cakcula

Consting Method * Eriabie AWARD Cont Caloulaton the method 10 De uzed wil e defed on o Tollowng page

Prev Nest Cancel

The second page will supply default prefixes for Messages, Document Changes, Notifications,
Clarifications, Clarification Notices and Authority Queries; these can be changed if required.

Once the Project has been saved it is set to a Status of “In Preparation”. This can be changed to
“Active” when it is ready to be made available to other Users.

Various Project changes can be made from View Project Details and Supplier Settings under
Setup/Tools.
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Supplier Configuration

Supplier information is defined at Account level and will only be present if the Data Room Licence
is enabled. You need to be an Administrative User to carry out the following.

Suppliers (for example, the external companies accessing the data) are created at Account level,
where Supplier Users are also created. The Supplier can then be assigned to the Project and the
Supplier Users can either be assigned automatically or assigned manually. Both Suppliers and
Supplier Users can be activated or inactivated at Account and Project level.

Creating Suppliers

You create the Suppliers from the Administration/Suppliers option:

My AWARD

Suppliers Creste et Delete

Nams ¢ Active = Note LastLogin »

Aiha Lats Uded L o 29002018 15200

Creating Supplier Users

Once you have created the Supplier you create the Users who will access AWARD on behalf of that
Supplier from the View Supplier page:

View Supplier Clste

e Alphe Cars Limstad
“datun

hode

DRSCnjron

Organeation

Coxsact Mo

Comaac) Tobogdusrme

Created

Updated

Ean Oriene

Once created, their User Names and Passwords can be sent to them from the Actions function, or
from the View User page.
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Supplier Self-Registration

You can allow Suppliers, who are not currently AWARD Users, to register to allow themselves to
access the Project.

Supplier Self-Registration is a licenced function and once it is enabled it will also display the
Enable Open Registration function. (The Open function allows existing Suppliers to register for
further Projects.) If you disable the Team Self-Registration function it will also disable the Open
Registration function.

To enable Self-Registration:

1. From the AWARD 6 Home Page, click the appropriate Project. The Project Home Page will
be displayed.

2. Click the Setup option on the toolbar.
3. Click Tools in the left-hand navigator.

4. Click Advanced Settings under Project Properties. The Advanced Settings page is
displayed.
5. Click Enable Team Self-Registration.

6. Enter a Registration Close Date if required. This is the date after which Suppliers can no
longer register for the Project. This can subsequently be added or modified under Supplier
Settings.

7. Enter CONFIRM.

8. Select Notify on Registration if you wish Project Managers and Project Support Users to be
sent an email whenever a Supplier submits their initial Self-Registration for the Project or
an existing Supplier registers via Open Registration. The email will contain a link to the
appropriate Project Supplier page.

9. Click Enable.

A URL is displayed; this is to be given to the Suppliers who should put this in their browser
address bar. It will take them to the Team Registration page where they will need to enter the
following mandatory information:

[0 Team Name - this may be the name of the Supplier and can be up to 40 characters. Once
this is registered it will be appended with a numeric automatically generated suffix of up to
10 numbers. This will prevent the potential issue of duplicate names being registered.

Organisation — this can be up to 100 characters.
Contact Name — this can be up to 100 characters.

Contact Telephone — phone number for contact name.

o o o o

Email — a valid email address. This will be used to send an email with their User Name with
which they will need to log in to AWARD, and a further link to complete the Supplier Self-
Registration process.

[0 Password and Confirm Password — these will need to conform to whatever password
requirements are enforced under Account Settings.
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O n+n=-they will have to enter the answer to a simple sum shown on screen. This sum
can be changed by refreshing the page.

When the Supplier clicks the link in the email, they will be taken to a Confirm Team Registration
page where they will need to enter their Password (as defined in the previous screen), and accept
the Terms of Use. Once they have successfully done this they will be taken into the Project (if it is
Active). If it is still “In Preparation” they will be taken to the AWARD Home page. You cannot
enable this function if the Project is Complete.

Sending a Verification Email

On the View Supplier page at Account level and the View Project Supplier page within the Project, a
Resend Verification Email button will be present if Team Self-Registration is enabled on the Project
and the Supplier is self-registered but has not yet completed the final step of the registration
process (that is, the Account Status is Pending Activation). You can use this function to
automatically generate another email containing the link which they need to follow. Once the
Supplier has completed the registration, the button will no longer appear.

Note: For more information on Supplier Self-Registration and Open Registration please contact
Support who can provide you with a Supplier Registration Data Sheet.

Supplier Settings
This is where you create Supplier Acknowledgements and Instructions, enable/disable
Clarifications and Authority Queries and customise prefixes.

1. From the AWARD 6 Home Page, click the appropriate Project. The Project Home Page will
be displayed.

2. Click the Setup option on the toolbar.

3. Click Tools in the left-hand navigator.

4. Click Supplier Settings under Project Properties. The View Supplier Settings page is
displayed.

Supplier Acknowledgement

Click Edit Supplier Acknowledgement to define the Terms and Conditions or disclaimer for the
Project, that is, you can specify some text that Supplier Users will see, and must acknowledge,
before they enter a Project and the Response Sheets.

When the Supplier logs on they will be prompted to Accept or Reject the Acknowledgement when
they click on the Project for the first time. Once the User has accepted, the date/time of
acceptance is stored and then the message will no longer appear for them on subsequent logins.
If the user chooses to Reject, then they must enter a reason and they are not allowed into the
Project.

If you edit the Acknowledgement, the User will again be prompted to Accept or Reject it on
opening the Project after their next login.

All Accept and Reject actions will be recorded in the Event Logs.
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Supplier Instructions

Click Edit Instructions & Settings to define general instructions or project information here which is
specifically for Suppliers. These instructions will be seen on the Project Home page for Suppliers,
but not by Internal users such as Project Managers and Assessors.

You can also define more specific instructions within the Portal (on the Edit Supplier Portal
Settings page) such as information relating to whether they need to upload just Documents,
and/or enter answers in the Response Sheets.

From here you also define the following attributes for Clarifications, Authority Queries and
Notifications.

Supplier Self Registration Instructions
This option only appears if Team Self-Registration is enabled under Advanced Settings.

Click Edit Instructions & Settings to define or edit instructions which will appear on the
Registration Sign-Up page for Suppliers.

Note that if the Self-Registration function is disabled after Instructions have been entered, then re-
enabled, the Instructions will be retained.

Clarification Settings
The options are:

O Use Clarifications — this enables Suppliers to create Clarifications in the Project. If this is
switched off after Clarifications have been created, they will no longer be visible to any
User, other than in the Clarifications Reports that are available to Project Managers, Project
Support and Stakeholders.

O cConfidential Clarifications — this will allow Suppliers to check a box marking their
Clarification as confidential. This does not have any effect on who can see the Clarification
— it is purely for information for the Project Manager to consider. Clarification Notifications
cannot be associated with Confidential Clarifications.

O Clarification Close Date - this is the date after which Suppliers can no longer create
Clarifications. If Clarification Document Uploads are enabled (under Advanced Settings),
Suppliers will not be able to Upload Documents to any existing Clarifications after this date.

O Clarification Prefix — this will prefix the automatically generated Clarification Reference
Numbers. The default is CL. Note that the Prefixes defined here will only be visible to
internal Project Users. Suppliers will just see their Clarifications numbered 1, 2, 3 and so
on.

O Clarification Due Date Offset - you can allow Due Dates to be entered on creation of
Clarifications or for Due Dates to be calculated automatically. To enable automatic
generation of Due Dates, enter a numeric value greater than 0 that represents the number
of days from creation of the Clarification. For example, if the Due Date is to be 3 days from
the creation of the Clarification, enter 3. This only takes working days into consideration,
so if a Clarification is created on Friday, the Due Date will be the following Tuesday. To
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allow Due Dates to be entered manually, enter 0. To disable the use of Due Dates, leave the
fields empty.

[0 Mandatory Clarification Categories — this option will be present only if the Clarification
Categories option is enabled under Advanced Settings. If this option is checked, it will
force Suppliers to select a Clarification Category when they create a Clarification.

Clarification Notice Settings
The options are:

[0 Use Clarification Notices — this enables Project Managers to create Notifications from a
Clarification. If this is switched off after Clarifications have been created, they will no
longer be visible to any User, other than in the Notifications Reports that are available to
Project Managers, Project Support and Stakeholders.

O Clarification Notice Prefix - this will prefix the automatically-generated Clarification Notice
Reference Numbers. The default is CN. Note that the Prefixes defined here will be visible
to all Users.

Authority Query Settings
The options are:

O Use Authority Queries - this enables Suppliers to create Authority Queries in the Project. If
it is switched off after Authority Queries have been created, they will no longer be visible to
any User, other than in the Authority Queries Reports that are available to Project
Managers, Project Support and Stakeholders. This will also remove the Create Authority
Query option from View Issue pages, so you will not be able to link these with Issues.

O Authority Query Prefix — this will prefix the automatically-generated Reference Numbers.
The default is AQ. Note that the Prefixes defined here will not be visible to Suppliers: they
will just see their Authority Queries numbered 1, 2, 3 and so on.

O Query Due Date Offset — this works as per Clarification Due Date Offset — see Clarification
Settings.

Notification Settings

You can only update Prefixes of Notifications here. Note that these Prefixes will be visible to
Supplier Users.

Registration

This section will only be present if Self-Registration is enabled under Advanced Settings as
described previously.

You can edit the Registration Close Date, and the Notify on Registration option (this automatically
sends emails to Project Manager/Project Support Users when a new Supplier registers or an
existing Supplier registers via Open Registrations).
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Project Users

The Suppliers and Internal Users must be assigned to the Project as follows.

Assigning Suppliers and Supplier Users to the Project

Adding a Supplier to the Project is done from the Setup/Suppliers option using the Add function.

s Project Suppliers Add Remove
Tl
Suppliers Filte o o
L Name 3 Project Access? & Account Status ¢
vsans Alpha Cars Limited (s Active
g - Bright Transport Serices Ves Active
Tou
Add Remaove

You can assign all Users for the Supplier automatically by checking Assign all Users, or you can
assign them manually by clicking the Supplier name and using the Add Supplier Users function.

View Project Supplier Close

Name Alpha Cars Limited
Note

Description

Organisation

Contact Name

Contact Telephone

Project Access? Yes

Account Status Active

Edat

Supplier Users

Project Lser

Alice (Alpha Cars)

Respanse Team Manage

Add

froject Acceds

Account Status

AT

e

You can change the Project Access status (by default they are assigned with Project Access set to
Yes) and assign Response Team Manager roles using the Actions function.
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Assigning Internal Users to the Project

Internal Users are assigned to the Project from the Setup/Users option using the Add function.

They must be assigned at least one Project Role (Project Manager, Project Support, Stakeholder or
Data Room User).

DR1 Close Project

Project

Home Setup Communication Documents Reports

o Project Users Add Remove

Suppliers

Filter: ‘O [x )
Users
[0 Display Name = User Name = Note = Project Access # Account Status  *
Q [0 Administrator admin Yes Active
Tools
Add Remove

Once they are added to the Project, you can click the User Name to edit it and change the Project
Access status (by default they are assigned with Project Access set to Yes). You can also specify

whether they are to receive Email Alerts when the relevant Communications are sent/modified, as
well as assigning roles.
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Document Management
Document Groups and Folders provide the containers for all the Documents to be uploaded to the

Data Room. You can also further refine which Documents are displayed to specific groups of
Users using Document Filters.

Creating Document Groups

You create Document Groups from the main Documents list (and Folders from the View Document
Group page).

Documents Upload  Downlosd ~ Delete | CresteGroup  Search m
Information
Techiical Documents” has been creatad successiully
Filter o 0
Name Published Submession = View Details
B & Qverall Documents - (0 o)
¥ @B Tachnical Doouments - (0) p

Click Create Group to create a new Document Group. The Type defines what a User is permitted to
do when uploading Documents to this group. Select from:

O Internal —This can be used for general Project Documents which can be viewed by all
Internal Users. Documents in this group will never be visible to Suppliers. Uploading
Documents to this group does not allow you to specify a Submission. When a Document is
uploaded to this group its State is automatically set to Internal.

[0 Public — This can be used for Documents which are to be made available to all Internal
Users and all Suppliers (by publishing them). The Document State is automatically set to
Internal on upload.

[0 Submission — This can be used by Project Managers to upload Documents associated with
Submissions on behalf of Suppliers. Uploading Documents to this group forces you to
specify a Submission. The Document State is automatically set to Visible on upload.
Documents in a Submission Group will only ever be visible to the Supplier with whom they
are associated.

[0 Supplier —This can only be used by Suppliers to upload their own Documents to AWARD.
Suppliers will not be able to view Documents uploaded by other Suppliers. The Document
State is automatically set to Submitted on upload.

[0 Authority Query — This option will only be present if the Use Authority Queries option under
Supplier Settings (Tools/Setup) is set to Yes. This Document Group allows Suppliers to
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attach Documents as part of their response to an Authority Query. The Document Group
can be attached to the relevant Question or the Overall Question.

Uploading Documents

Documents are uploaded to the relevant Groups using the Upload option from the main Documents
list, or from the Upload option on Communication items where appropriate.

O Group - select which Document Group you want the Documents to be uploaded to.

O Zip File Options - if you upload a Zip file selecting an Extract Files option, a Document
entry is created for each file in the zip.

e Extract Files (ignore folder structure) — this will extract the files in the zip to the selected
folder. All the documents created from the zip will be placed in the same folder. If the zip
contains two (or more) documents with the same file name (ignoring zip path) this
means that two documents can end up with the same folder, submission and file name.
This is allowed, as per normal (non-zip) upload behaviour.

e Extract Files (retain folder structure) — this will extract the files in the zip to the folder
structure specified in the zip file. This structure must exist in AWARD prior to the upload.

e Extract Files (create missing folders) — this will extract the files in the zip to the folder
structure specified in the zip file. If the Folder structure does not already exist in AWARD,
this will be created.

e Keep Zip — select this to keep the Zip file intact, that is, leave it unexpanded.

e Keywords - user-defined references for locating Documents. They can be up to 250

characters.

e File — click Browse and select the document or zip file.

Once a Document has been uploaded, it will be automatically processed so that it can be
searched.

Note: There is an AWARD Files Sizes document available which outlines the size limits and
recommendations of uploading documents to AWARD; please contact Support for a copy of this
document.

General information about extracting zips

If a zip file cannot be extracted (for example, if it is an unrecognised zip format or a corrupt zip
file), then it will be uploaded as a zip file for Users to download and attempt to extract locally.

Note that we do not support extraction of zip files using Windows Compression, where the size of
the source files exceed 2 GB; if this is the case, the zip file will be loaded but not extracted. If you
have source files which are greater than 2 GB which you want extracted we suggest WinZip, 7-Zip
or other commercial tools to compress your files. (We do not support the Deflate64 compression
method. This is used by Windows Compression for source files greater than 2 GB and may be
selected in other compression tools.)
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Progress Information

When uploading a large file into AWARD® a progress bar will keep you informed of the progress of
the upload and how the file is being processed. Once the upload has completed you will then be
informed of the stages AWARD is going through to prepare the file for use.

Note that only Users on the Standard AWARD® platform will see the progress bar and it will only
appear in modern web browsers (Internet Explorer 10+ and up to date versions of other browsers).

Unsupported File Types

The following file types cannot be uploaded to AWARD: asm, bas, bat, bin, bsh, cab, class, clp,
cmd, com, dll, dI_, drv, dun, ear, exe, hta, htc, htm, html, jar, js, lib, mht, mhtml, msi, ocx, perl, php,
php3, pl, pm, py, pyc, pyo, pyw, sh, so, sys, vbs, vbx, war, wsh.

Publishing Documents

Once Documents are ready they can be Published so that Suppliers can view them; the Documents
must be in a Public Document Group to Publish them. Documents are Published from the Actions
option of the Documents list:

AWARDO @ Help & Administrator  Log out
CDL Data Room
Document Actions Publish Invalidate Hide Unhide Move Close

Select the operation you wish to perform on the data shown below

O Name State

M Alpha Cars Operations Management.pdf Internal

M Alpha Cars Service Implementation Plan.pdf Internal

M Alpha Cars Technical Submission.pdf Internal
Publish Invalidate Hide Unhide Move Close

When you Publish a Document in an Active project you must also send an accompanying
Notification to the Suppliers:
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AWARD- - = Log md
CDL Data Room
Publish Document e Cance
Taw =
New Sprescubern! seadetin
[T

Docuenents to Publish

You can Publish Documents in a Project which is “In Preparation” but you cannot create an
accompanying Notification; Supplier Users will not be able to access Projects which are In
Preparation, so they will not see Published Documents until the Project is set to Active. This allows
you to pre-publish and fully prepare a Project before allowing the Suppliers access.

Published Documents will be indicated in the Documents lists by a tick, under the Published
column.

L] Name Published Submission *  View Details
E B3 Section A - Information for Suppliers - (18) jo]
= @R A1 Introduction - (4) fo)
(| Acknowledement Letter.docx v fe)

Invalidating Documents

Once a Document is Published, it cannot be removed, however it can be invalidated. Invalidation
can be used where a Document has become corrupt, or out of date, or was inadvertently published.
Once it is invalidated it can still be accessed by Suppliers, but it is indicated as being invalid.

Only Project Manager/Project Support Users can Invalidate Documents. Visibility of Invalidated
Documents is also determined by settings on Document Groups and Document Filters.

You cannot Invalidate Documents:
[ in a Project which is set to “In Preparation” or “Completed”

O which are “Hidden”

You cannot delete Invalidated Documents if the Protect Data option is enabled on the Project. If
this is disabled, you can delete the Invalidated Document but it will alter the Notification with
which it is associated.

Invalidated Documents will be indicated in the Documents lists by a strike through the Document’s
name.
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[ Name = Published Submission #  View Details
= B3 section A - Information for Suppliers - (18) O
= @ A-1Introduction - (4) o)
O Acknowledement Lettar.docx v o)
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Downloading Documents
You can download all the Documents in selected Document Groups, or individual Documents

(within one Document Group at a time), to a zip file saved to your computer. You can do this
using the Download button from the main Documents list or a Document Filter tab.

Downloading selected Document Groups

To download all the Documents within selected Groups, click Download. The Download
Documents page appears:

AWARD’ S R
Fleet Services - Supplier Data Room
Download Documents Save Cancel
Downiload Documents 3Tows you to expoct from one or more Document Groups into 3 single 2ip file
Mame *

Documents-2017-09-07-12-20-47-85T

Document Groups

Name
@8 Section A - information for Suppbers

8 Section B - Tochmca fequirgrments

8 section D - Usage Statistics
& Section E - Security and Compliance
- Suppher Docurments
W Suppler Offine Input
Filters
Urnwead Documents | Restrict the download to only incluge fées which you have not yet accessed

Select the Document Group(s) you wish to download. If you wish to download only Unread
Documents (that is Documents that have not been opened, or previously downloaded), check the
option Unread Documents.

Note that you can change the default Name of the zip file if required.

Click Save to generate the download to a zip file. If you are enabled for Email Alerts, you will
receive an Email telling you that your zip file is ready for download (or if there is a problem), with a
link to the download page in AWARD.

A Downloads option will appear to the right of the Documents option. This will display a list of all
your downloads with a link to the zip file. Note that after 48 hours the downloads on the My
Downloads page will have a Status of Expired and will no longer have a link (so you will need to re-
generate the download if you still need it).
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AWARDD @ Help &L Helan Martin 9 Log out

Fleet Services - Supplier Data Room

Project In Fregaraton Matillghed Invaboated

Jownloads
My Downloads Refrash
Status:  Name Created Size {(KB) Downloaded  Acuons
Reacy Doquments-2017.09-07-12-20-47-85T.29 )7/56p 7122826 18 o
Reac Documents2 1 00-07-11-08-16-BST.r 07/560/2017 11:08:19 &7 {J

To download the file you can click the link under My Downloads, or click L and click the
Download file link on the Download Details page.

AWARD® R
Fleet Services - Supplier Data Room

Download Details Close

Narme Documents-2017-09-07-12-20-47-85T.29

Sere (KE) 18

Satus R2aoy

Created DI/Sep/2017 1220:26

Updsted }7/5ep/2017 1 242:36

File Download

Lavmioad file
Contents
* Samion D - Usage Statstics/Usage Statistios 2010-201 1 xisx
* Sacion D - Usage Statistics % 7012-2013
* Saction D - Usage Seatistics. 014-2

Note: There is an AWARD Files Sizes document available which outlines the size limits and

recommendations of downloading documents from AWARD; please contact Support for a copy of
this document.

Downloading selected Documents

To download individually-selected Documents within a single Document Group, expand the
Document Group which contains the Documents you wish to download and select the Documents
to be downloaded. You can select Documents from multiple folders within the Document Group,
but not from different Document Groups at the same time.
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AWARD" O s L v oo

Fleet Services - Supplier Data Room

"rofect 18 Prepad atby Pubished

Docutments

Documents Upload Download Delste Search

l© 0
Name = Published Submisson =

= 1 Secton A - mformation for Suppliess < (18}

= @ A1 rrocuction s (4

4 (B Ackrowiedernent Letter ooy v
“ [ smatazon Letter docs

Click Download. The Download Documents page will appear with the selected Document(s).

&« O Helg b E
AWARD i

Download Documents Sane Cancel
Dovavioad Decuments allows you 10 axport one of more Doasmants inea 2 single 2p fle
Name *

Decuments-2017-08-07-14-04-45-8ST

Documents
Aivar: o0
Naene Subsmisssan
V) ACKnOWRGRMEAT LetTer 00K Vo
¥ Imatation Letter.cocs ey
Filters

Unread Documents | festrict the dowmioad to onvy inciude Sies whvcn you have net yet accessed

Note that simply clicking on a Document link in the Documents list will also download individual
documents.
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Searching Documents

You can search on Document name and content. Click Search from any Document list.
The Matches options work on the values entered in Search Phrase as follows:

[0 Phrase — will search for the full phrase entered.

O Any — will search for any occurrences of the specified phrase.

[0 Nearby — will search for the specified terms near one another (within approximately 20
words).

For Phase and Any, you can use * as a wildcard to search for part of a term, however, it cannot be
used in front of a term. You cannot use wildcards with Nearby.

If the Search finds matches then it will display the number of Documents found containing the
match. The number of matches found within each individual Document will be under Hits.

AWARD@ © Help & Helen Martin & Log out
Fleet Services - Supplier Data Room

Search Project Documents Search Close

Enter Search Terms

Search Phrase * | . .
dispute resolution

Matches ® Phrase
QO Any
O Nearby

Found 2 matches for search: dispute resolution

Name Document Group Hits Detail
Dispute Resolution Procedure.docx Section A - Information for Suppliers 1 Detail
Dispute Resolution Procedure v2.0.docx Section A - Information for Suppliers 1 Detail

Dispute Resolution Procedure.docx

Open Section A - Information for Suppliers - Uploaded: 17/Now/2015 16:28
Matching Text Dispute Resolution Procedure

Click Detail to go to the Details of the matches. Click Open to open the Document.
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Document Filters
Document Filters can be used within Data Room Projects to display subsets of Documents, for
example, Documents with a particular state such as Published Documents for selected Document

Groups. You can also define whether the Filter can be viewed by Supplier Users or Internal Users,
or both.

Creating Document Filters

They are created from the Document Filters option on the Setup/Tools page:

Fleet Services - Supplier Data Room

In Preparation Published Invalidated

ucation Documents

— Tools
—
L Project Properties

The creation of Document Filters is optional, but they help organise the information that Users can
see. They will appear as tabs on the Project toolbar, for example, In Preparation and Published as
shown above.

The options on the Create Document Filter page allow you to further refine the Documents that can
be accessed. For example, you may wish to set up a Filter which allows Suppliers to view only
Published Documents for just two specific Document Groups.

User Access

The options for Visibility are:
[ Internal Only which allows access to Internal Project Users only.

O Internal and Suppliers which allows access to Internal Project Users and Supplier Users.
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Document State

These options determine which Documents will appear in the Filter according to their State:

Document State
Select the Document States the Fiter should show

Internal and Public Groups

Hidden 21 Visible to Project Managers. Not visible to Internal Users ar Suppliers

Internal ] Visibie to Intesnal Users, Not visible to Supphers

Published % Visihie 1o internal Lsers and Suppliers

Invalidated 7] Visible to internal Users an 1 Suppliers, but indicates Docutmznt is no longer valid

Submission Groups

Hidden ZIVisibie to Project Managers and Suppliers, Not visible to Internal Users
Visible 21 Visibie to internal Users and Suppliers

Supplier Groups
Hidden 71 Visible to Project Managers and Suppliers, Not visitde to Internal Users
Submitted =] Visibie to Internal Users and Suppliers

Authority Query Groups
Loaded Elvisibie to Suppliers. Not visible to Projec Managers and Internal Users
released El visible to internal Users and Supplers

Supplier Clarification Groups
Hidden o2l Visible to Suppliers, Project Managers and Intarnal Users

Loaded £l Visible to Suppliers, Project Managers and Internal Users

Internal and Public Groups

The following states are applied to Documents in Document Groups with the Type “Internal” and
“Public”.

[0 Hidden - will show all Documents (within the included Document Groups) with a State of
“Hidden”. Hidden Documents are visible (but greyed out) to internal Administrative Users,
but hidden from Suppliers and Users with Data Room Access.

O Internal — will show all Documents (within the included Document Groups) with a State of
“Internal”. Internal Documents are only visible to Internal Project Users (and effectively
still “in preparation”), so if you have selected Internal and Suppliers as the Visibility option,
Supplier Users will not see these Documents.

O Published — will show all Documents (within the included Document Groups) which have a
State of “Published”. Published Documents are those which have been issued to Suppliers
and can also be seen by Internal Users.

O Invalidated —will show all Documents (within the included Document Groups) which have a
State of “Invalidated”. Invalidated Documents are those which have been previously
Published, but have now been Invalidated. Invalidated Documents will still be visible to all
relevant Users.
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Submission Groups

The following states are applied to Documents in Document Groups with the Type “Submission”.

[0 Hidden - will show all Documents (within the included Document Groups) with a State of
“Hidden”. Hidden Documents are visible (but greyed out) to internal Administrative and
the relevant Suppliers (can view their own Documents only); they can still be opened from
the View Details page. They are not visible to Users with Data Room Access.

O Visible - visible to all Users and to the relevant Suppliers
Supplier Groups

The following states are applied to Documents in Document Groups with the Type “Supplier”.

O Hidden - Hidden Documents are visible (but greyed out) to internal Administrative and the
relevant Suppliers; they can still be opened from the View Details page. They are not visible
to Users with Data Room Access.

[0 Submitted - visible to all Users and to the relevant Suppliers (can view their own
Documents only)

Authority Query Groups

O Loaded - visible to Suppliers once they have uploaded a Document to an RFC. Not visible
to Project Managers and Internal Users.

[0 Released - visible to all Users and the relevant Supplier once the Supplier has entered an
Answer and sent the Authority Query.

Supplier Clarification Groups

These states will only be visible if Clarification Documents are enabled (under Tools/Advanced
Settings).

[0 Hidden - Visible to Suppliers, Project Managers and Internal Users

[0 Loaded - Visible to Suppliers, Project Managers and Internal Users
Document Group Settings

All Document Groups - if checked (the default) it will include in the Filter all Document Groups in
the Project. Any new Document Groups created subsequently will be included automatically in the
Filter. If you uncheck the option, when you click Save, the Document Filter page will display a
Document Groups section where you can assign specific Document Groups to include in the Filter.
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Document Group Settings

This Filter can be applied to all or selected Document Groups. Uncheck this option to enable assignment of specific Groups.

All Document No
Groups

Edit Delete

Document Groups Add Remove

The following Document Groups are assigned to the Document Filter

O MName

O ﬁ Commercial Documents

] B Technical Documents

Click Add to assign Document Groups to the Filter.
When created, Document Filters will appear as tabs on the toolbar of the Project Home Page.

For Supplier Users to see:

O a Document Filter tab, it must not have just the Internal or Hidden options checked as the
State. (Suppliers can only see Published and Invalidated Documents).

0 a Document Filter tab, it must have the Visibility option set to Internal and Suppliers.
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Work Groups

Work Groups are necessary in Data Room Projects to enable Internal Users with the basic Data
Room User Role to view Documents. Administrators and Project Managers can enable Work
Groups from Tools/Advanced Settings; this will create a Work Groups link under Additional Tools
which you click and then create the Work Groups. Project Support Users will be able to perform a
subset of actions on existing Work Groups.

P Tools

Project Properties

Enabling Data Room Users to view Documents

Administrators, Project Managers, Project Support and Stakeholders will be able to view
Documents by default (dependent on other factors such as Document Filters). However, Data
Room Users must be added to Work Groups which are assigned the Document Groups that they
will need access to.

Task Settings

Tk Prohix
Shaw Submessions  Ves

Ouaw Dt OfFumt

Bedt Tadk Satengs Dstalbihe Tasky

Assigned Project Users At Parrvw

Docurment Group Access me Remowe

Accey Targw Accen

Sl Raed Aldens

501 WONe Access
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Enabling Tasks

Work Groups are also necessary if you wish to allow the creation of Tasks (either manually, or
automatically from Clarifications). If automatic Task creation is required, you will also need to
enable and create Clarification Categories (see the next section).

Once you have created a Work Group, click the Enable Tasks button on the View Work Group page
and enter the requested information.

View Work Group Clage
Name Legal Team
Description ISPy
Edit Enable Tasks
Assigned Project Users Add Remove
Display Name  User Name  Note Promct ACcess  Account Status  Project Manager  Project Support  Stakeholder  Data Room User
Helen Martin ) Yes Active v

Enabling Clarification Categories

You enable Clarification Categories from Tools/Advanced Settings; this will create a Clarification
Categories link under Additional Tools which you click and then create the Clarification Categories.

Clarification Categories Create Deiete Close
Filter o 0
Name = Description s Order
Create Task Use for creating a new Task from this Clarification S
High Priority Use for sorting and filtenng +

Enabling automatic creation of Tasks from Clarifications

When a Supplier creates a Clarification, to allow them to select a Clarification Category which will
ensure that a Task is created automatically and sent to the relevant Users (those assigned to the
Work Group), you need to assign that Clarification Category to the relevant Work Group.

You do this from the View Work Group page of a Work Group which has Tasks enabled; there will
be an Assigned Clarification Categories section to which you must add the Category which will
trigger the creation of a Task at the same time as the Clarification. See the section on
Clarifications for further information.
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Task Settings

Task Prefix ™
Show Submevvom  Hb

Do Dvate Offset

Edn Tazx Setrings Disable Tesis

Assigned Project Users

Acd Remane

Namo  User Name  Note Project Access  Account Status  Propect Manager  Projec Support

Stakaholder  Data Room User
Admenistrator  aderen Yo Active v
Helen Martn  hm ves Actrew v
Docurnent Group Atcess Al Barnirew
Rame hangs &
Assigned Clarfication Categones Aca Ramrove

Name st tiption

reae Task

59 e

rOSUNg 2 reew Task from thia Ganfication
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Communications

The Communication options available depend on the User Roles and which items are enabled.
When all are enabled the visibility will be as follows:

O Administrative/Project Manager will see Notifications, Clarifications, Authority Queries,
Tasks and Messages.

O Internal Data Room Users will see Tasks and Messages.

[0 Suppliers will see Notifications, Clarifications and Authority Queries.

Note: There is an AWARD Communications Guide available which provides detailed information on
these items and the flow of data between them. Please contact the Commerce Decisions Support
Helpdesk or your Account Director if you require a copy of this.

Clarifications

Clarifications are used by Suppliers to ask questions to which the Project Manager can respond.
For example, they might be queries about missing Documents, or about information in specific
Documents.

You can configure Clarifications from the Supplier Settings option under Setup/Tools. The
following shows the default settings; if required you can enable the use of Confidential
Clarifications and Clarification Notices by checking those options.

Clarification Settings
Use Clarifications * M) Enabiie Clarfications in this Project. 12 switched off you will not e alie 1D (reate. or 58 any exsting
Canhcations

Confidential 1 Allow Suppliers to mark Qanfications as confidential when they sre craatad (n Uis Projec
Clarthcanons *

Clartication Close
Date

Claricabon Prefie oL
- C

Clanfication Due
Date Offset

Clarification Notice Settings

VIARNING: Notices have been izzued from Clarfications. If you change the Clarffication Notice settings, this will affect
what Suppliers see.

Use Clanthcation ¥ Clarticanon Noncas are separate from stancacd Noofcanons and alaw you to Publish a Clanfcanor
Notces * guestion folawed by a Rezponsa

Clardfication Notice CN
Predix *

You access Clarifications from the Project/Communication/Clarifications list:
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Fleet Services - Supplier Data Room

Yopect In Prepaeation Pubiahed nvaldated

Aeterence »  Mam » Cmegory + Quary States 2 Updatad »

< Agba Cars Uimed BNOWR018 ta25es

et Can yOu provade more

nformation on the Inykation doourrent

o
fe
s L0010 ) Crmme Tan ANphuy Cary Uit V- MNGIOTH 1 &4
Could the authx
rodpared In e AC i
y Are supipiiers able 10 make ¥
-
“
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Creating Clarifications
Clarifications can only be created by Suppliers.

The Clarification will be created with a Status of New and given a consecutive Clarification
Number. Each Supplier has their own automatic numbering system, for example Supplier A will
have their Clarifications numbered 1, 2, 3 and so on, and Supplier B will have their Clarifications
numbered 1, 2, 3 and so on. This ensures that no Supplier will know how many Clarifications have
been raised by the other Suppliers. When they appear in the Project Manager's Clarification list, all
Clarifications for all Suppliers will be assigned new unique numbers (for example, CL-0001, CL-
0002 and so on) that will be seen only by the Data Room Project Users, that is, non-Supplier Users.

On creation of a Clarification, email alerts will be sent to Project Managers, Project Support and
Stakeholder Users. When a Project Manager responds to a Clarification (either a comment or an
answer), emails will be sent to all Supplier Users who are assigned to the same Supplier.

Users with Data Room access will not be able to see the original Clarification but they will be able
to see any Tasks automatically generated from the Clarification (if they are included in the
appropriate Work Group).

Auto-routing of Tasks from Clarifications

Using Clarification Categories, you can have Tasks created automatically, based on the information
in a Clarification. This Task will then be sent directly to a defined User or group of Users to action.
Please refer to the earlier section on Work Groups for how to configure this setup using
Clarification Categories. To create a Task on creation of the Clarification, select the relevant
Category:

Create Clarification Send Canems

Confidential CIMack thys Caification i Confidentia

Category * rome Task' v

Query

CAn you 268 your g team 1o peovde mors detalls on the marked up sections of the strtached

2 teon-Desclosire Agrvetrent (ocs Apenigue

Attach Document
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Responding to Clarifications

Only Administrators and Project Managers can edit and respond to Clarifications. Suppliers
cannot edit their own Clarifications.

Query

0 MO GOS0 D Mar ke uD Somons of The JaCnad

A Ngn-Doadiome Agreerment docs

Fubish Clanfcaton Quary to Al Suppliers

Comments

Comments

Add Commenl

Clarification Answer

Y0U Can reEpona with Documaents Dy Jaching ham, This MUSE ba Gona Bf0ns you Soer your Anawer. Once you Aave COMpaTed your Answes you
cannot make sy chanpes or addbions 10 the attached docyments

AILMN Dotunrses EOlee Antwes PLESTAN NOEXH B0 AN Suppiieny

Note that where there are Tasks that are linked to Clarifications, you can respond to the Supplier’s
Clarification directly from the Task once the Task has been responded to. See the section
Answering a Clarification from a Task in the following Tasks section for more information.

Adding Comments

Project Managers can use the Comments field to notify the Supplier that they have received the
Clarification and are working on it.

You can only add Comments when the Project is in the “Active” State.

Once a Comment is added it will automatically set the Clarification Status to “In Progress”. The
Add Comment button will remain enabled until an Answer has been supplied, so up until this point
you can add as many comments as required.

All Supplier Users for the Supplier, as well as Internal Stakeholders and other Project Managers,
will be sent an Email Alert each time a Comment is added. Note that you can only add Comments
if you haven't already added an Answer.

Entering an Answer

Only Project Managers/Project Support can add or update Answers. Once the Answer is added, it
will automatically set the Clarification Status to “Closed”.

You can only enter Answers when the Project is in the “Active” State.
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Click Enter Answer to respond. The Answer can be updated as many times as required. All
Supplier Users for the Supplier, as well as Internal Stakeholders and other Project Managers, will
be sent an Email Alert each time an Answer is added or updated.

Once you provide an Answer you can no longer add Comments.

When you add an Answer you can also create a Notification which will be associated with this
Clarification. It will go to ALL Suppliers in the Data Room and will appear in the Notices list. Once
the Answer is saved, a Related Notification section will appear at the bottom of the View
Clarification page. You can update the Answer as many times as needed, but only one Notification
can be sent.

Editing Clarifications
You can also enter an Internal Note which will not be visible to Suppliers.

Clarifications cannot be deleted.
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Tasks

Tasks can be created by Project Managers/Project Support Users in the following ways:
O as standalone items
O manually from Clarifications

[0 automatically from Clarifications

Tasks must be enabled on at least one Work Group. Once they are enabled a Tasks option will
appear under the Communication option.

Fleet Services - Supplier Data Room

Project It Prepacation Publlished lewalidated
Communicatson
Tasks Craate Mark As Read
E oy
tificato
» Fier: | 00
FMfication ¢
Reference Work
. Roguest » Group » Statuz »
2
L 106 IHOCO3 @ Alpha Cars Limated All internal  New
| sers
Can you get your egal team to provide maore detalls on the marked up sectons of the
attached
x Alpha Cars Limsted Allinternal  Responded
Users
Please can yOu provide mora Information on the ingitstion gocumeant -

Creating standalone Tasks

To create a new Task:

1. From the AWARD 6 Home Page, click the appropriate Project. The Project Home Page will
be displayed.

Click the Communication option on the toolbar.

Click the Tasks option.

Click the Create button. The Create Task page appears.
Select the Work Group to be associated with the Task.
Click Next.

Select a Submission or None. This is for information only.

Click Next.

© ®©® N o o > 0 N

If the Due Date is being calculated automatically, this will be stated at the top of the page.
Alternatively, there may be Due Date fields where you can enter a date if required.

-
o

. Select a Respondent. If you leave it as “Any”, then the Task can be responded to by
anyone in the Work Group. (Only one of the team can respond - the first to do so will set
the Task to Responded automatically.) If you select a specific Respondent then only they
can respond (although the other Users in the Group can add Comments). The Respondent
can be changed as long as a response has not been entered.
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11. Enter some text relating to the Task in the Request field. This is mandatory.

12. Click Send. The Task will now appear in the Tasks list for all the Users in the Work Group.

Creating Tasks manually from Clarifications

You can create a Task manually on the View Clarification page by clicking Create in the Tasks
section:

Tasks Create

The following Tasks have been raised against this Clarification. To use Task Responses, select the relevant tasks before using the Answer or Publish
buttons
[0  Reference  Request Work Group Status
[0 IK0003 ®  Canyou get your legal team to provide more details on the marked up sections of the attached. AllInternal Users  New
[0 Ixooo1 Can you get your legal team to provide more details on the marked up sections of the attached. Legal Team New

The Request field will be pre-filled with the text from the source Clarification. You can update the
Clarification with information relating to the Task by entering some text in the Comment field
under Update Clarification:

Create Task Prav sand Cancet

Work Group Legal Team

Orginal CL-0011
Clarcation

Submission Alpha Cars Umitsy

Respondent (Any) <

Request *

Can you get your fegal team to provide more detalis on the marked up sections of the attached

Confirm * { Chock this box to confirm you have read the text i1 the Request box abovey this 1s takan from the Clanficaton and can be edited (f
necessary

Update Clarification

Update ¥ You can update the Supplier's Canficatan with information relat ng to this Tash by antering some test in the Commane bax balow

Clanficabon I you da not wish to do & uncheck this bax

Comment

Automatically-generated Tasks from Clarifications

See the section on creating Clarifications, where specifying a Clarification Category that is
associated with a Task Workgroup will create the Task from the Clarification. These Tasks will
indicate that they are system generated together with the date, in the Query box on the View Task
page.
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View Task Close
Reference TK0DO1
Subemission Alpha Cars Umited
Work Group Legal Teamn
Status New
Internal Note rspecified
Ednt
Query
System gonerated on O2/Now/2018 17:14
Can you get your legal team to provide moce detalls on the marked up secthions of the attached

Answering a Clarification from a Task

If a Task has been created from a Clarification (either manually or using the auto-routing method)
you can respond to the Clarification by using the response on the Task.

Once the Task has a response, from the Tasks list the click the relevant Task (which will have a
Status of Responded). On the View Task page there will be an Original Clarification panel:

Response

Helen Martn on 08/MNow2018 17:31

Ths may taka a whvle as tha person responsitie for this area has left the company, but lcoling briafly at the dooumant, your assumptions appear to be
correct,

Update fesponse Complete

Original Clarification

Reference CL-00%1

Query Can you get your legal team to prowvde mote details on the marked up sectiora of the attached

Stanue I py

Answer Clarificstion and Netify Supplers

To respond to the Supplier’s Clarification using the Task Response supplied by the Internal User,
click Answer Clarification. The Internal User’s Response to the Task will populate the Originating
Supplier Clarification Answer field as shown below. If the text is acceptable, check the Confirm
box and Send. Note that you can modify the text prior to sending if required.
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Answer Clarification

Send Cange

Shipplier Kpha Cary Limiing

Query

Confdential
CAD you pat pour ) taam 30 prowds more Satads ¢

o6 1 Marknd up sectors of the stached

00 JEORIUTE ASTRRITIRILINCS

Originating Supplier Clarification Answer
The orignatng Scppier only wil be notified of this ansder . OnNoe 30 answw = 3aded, ths CLMcanon wil Jutomatcaly oo et 1o Cosed

TIIE iy (e @ wehiile a5 e parsan resporable for thin aces has it the cormpany, but looking Briefly ol the document, your Assemplion ) seosar
o e correct

00 harvt tmviewedd thes armwes and se reacty 60 send i t0 the Supplier

If this response will be of interest to all Suppliers you can choose to send them the information in
an additional Notification, by clicking Answer Clarification and Notify Suppliers instead. This will
display a Publish Notice section on the Answer Clarification page as shown below:

Query
Corfichential o

Can you get your jegal toam o provide morn Sesals on the marked up tections of the mtached

™ 14

To putiesh & Notce 1o ab Sepphers anter it here.

Yoot v s All = - .
Supphen * TS May take 3 whie 33 the per100 responzibie 1or this area Naz left the company, but looking briefly at the documaent.
FOUT JSSUrmEtans 2pPed 10 De Corect

Originating Supplier Clarification Answer
T o igrateong Sugpber oty sell be notfied of tes ansvesr. ON08 0 Srewes 1) adced 1he Clan Hraton wil sutamatically e Wt 1o Cosd

Ses bnked Notficaten

The Notice to all Suppliers field will be populated automatically with the Task Response; you can

modify this if required. You will also need to supply a title and check the confirmation box above
it.

The Originating Supplier Clarification Answer field will be populated automatically with “See linked
Notification”. You can also modify this if required.

Page 38 of 47




AWARD® 6 Data Room Manager’s User Guide

Note that if you have the option Use Clarification Notices checked (under Tools/Supplier Settings)
the Publish Notice section will look like the following which will show the original Clarification
Query as well as the Task Response:

Publish Notice

Quwry *

To publisn 2 Notce to 3l Suppliens enter 1 Hans

2 canfirm you wish 10 vodate the Carfcanon Notice

Can you gat your iegal 1eam (o pravice More detalks on the marked up sections of the attached

This may take a whie as the person respansbie for this area has left the company, but looking briafy at the
document, your assumptians appear 1o be carrect
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Notifications

Notifications are messages which are sent to the Suppliers in the Data Room. They are intended
mainly to let them know about Documents which have been Published or Invalidated, or just a
general way of informing them about various things such as the opening of the Data Room.
Notifications consist of:

[0 Notices — these just contain information

[0 Document Changes - these contain information and links to Documents which have been
Published or Invalidated

[ Clarification Notices — these are Notices linked to Clarifications. They are used when a
Project Manager wishes to inform all Suppliers about information contained in a particular
Clarification. Note that Use Clarification Notices must be checked under Tools/Supplier
Settings (see section on Clarifications).

Creating Notifications

Users with a Project Manager or Project Support role can create Notifications. They cannot be
created by Users with Stakeholder or Data Room User roles, or by Supplier Users.

You can only create Notifications when the Project is Active.

You can send independent Notifications which will be received by all Suppliers, for example,
informing them that the Data Room is open. These will be displayed under Notices.

Any Notifications that were created when Documents were Published or Invalidated will be
displayed under Document Changes.

Fleet Services - Supplier Data Room Close Project

Project In Preparation Published Invalidated

Home Setup Communication Documents Reports

Notifications
L

Unread Clarification Notices Notices Document Changes
Q Filter: | | (5> ]

Clarifications @

Notifications

Reference

s Notice 2 Date =
@) ,
Queries 0 Ds-0001 Section A Documents 17/Nov/2015
e ) 17:24:21
Documents for Section A have been published - this includes the
all general documents required to re...
Tasks [J Ds-0002 Section B Documents Published 17/Nov/2015
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Authority Queries

Authority Queries can be used for general enquiries. They are created by Project Managers to ask
questions of Suppliers and can only be responded to by Suppliers. Suppliers can attach
Documents to Authority Queries (to enable this, the Project Manager must create an Authority
Query Document Group and assign it to either specific Criteria, or to the Overall Criterion).

Once a Supplier has responded, the Authority Query is set to Answered and the Project Manager

cannot add any further responses. Whilst in this State the Supplier can still update their answer

and attach and remove Documents; to stop the Supplier from doing this the Project Manager can
set the Authority Query to Complete.

Stakeholders can view the Authority Queries but cannot respond to them. Internal Data Room
Users can see Authority Queries but cannot respond to them.

Fleet Services - Supplier Data Room

Project In Preparation Published Invahidated

Setup Lommunicatior

= Authority Queries Create
lotifcatior
o . B
V ey O 0
arhcabons @ - -
Reference Num Status
3 s Query = : Updated 3
Queries || AC-0002 ) Bright Transport Services New 28/Mar/2016
10;13:43
Halio Bright Transport. We notice you have not accessed the Data Room
or supplied your Inital NDA, Is there anything we an help with?
]
Tasks ® A0-0003 2 Alpha Cars Limited Nesw
Please can you réturmn the invitation document
(-]
) "o
MEeSSIee Create

Creating Authority Queries
You can create an Authority Query as follows (note that they can only be created once the Project
is Active):

1. From the AWARD 6 Home Page, click the appropriate Project. The Project Home Page will
be displayed.

2. Click the Communication option on the toolbar. The forms of communication that are
applicable/enabled in the current Project will be shown in the left-hand navigator.

Click the Queries option.
Click the Create button. The Create Authority Query page appears.

Click Next and select the Supplier.

o o > w

Enter your query in the Query box.
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7. Click Attach Document and select the Documents you wish to send the Supplier (if any).
You can also do this after the Authority Query has been sent, up until the time that the
Supplier responds to the Authority Query when it will be set to Answered.

8. Click Send.

The Authority Query will be created with a Status of New and given a consecutive Authority Query
Number, which only the Project Manager will see, for example, AQ-01, AQ-02 and so on. Each
Supplier has their own numbering system, for example Authority Queries created for Supplier A will
have their Authority Queries automatically numbered 1, 2, 3 and so on, and Supplier B will have
their Authority Queries numbered 1, 2, 3 and so on. This ensures that no Supplier will know how
many Authority Queries have been raised to the other Suppliers.

Suppliers will only see their own Authority Queries, and will not be able to see the author of the
Query.
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Messages

If you are a Project Manager or Project Support User you can send Messages to Users assigned to
the Project. These messages are “one way” and cannot be responded to; they are simply a means
of notifying Users of Project-related matters. Note that Stakeholders, Data Room Users and
Supplier Users cannot send Messages using this function.

Email Alerts will also be sent to the recipients.

Fleet Services - Supplier Data Room

Project in Preparation Published Invalidated

Home Satur Communication Documents

« Messages Create
=
o iIcaI0nNs
nformatior

“./' Messages have bees sant
Clriications @

( % v -

DI e 3 =

Fier © 0
x'Z] Reference o Text » Author » Created o
|
b ME-D001 Datis Room closing s00n Administrator  OB/Now/2018 17:59:19
Please note that this progect s cc ming {o an end this manth.
Create

Creating Messages

To send a Message:

1. From the AWARD 6 Home Page, click the appropriate Project. The Project Home Page will
be displayed.

Click the Communication option on the toolbar.
Click Messages in the left-hand navigator.

Click Create. The Create Message page is displayed.

AR

Enter a title for the Message in the Subject field and the text you wish to send in the Text
field.

6. If you also wish to send the full message text in an Email, check Include Text. If you leave
this unchecked, the recipients will still get an Email Alert but will need to access AWARD to
read the message (via a link to AWARD in the Email).

7. The Internal Note will be seen only by Project Managers/Project Support and Stakeholders.

8. Select the Project Users who are to receive the Message. Any Project Managers/Project
Support and Stakeholders active in the Project will get the Message automatically, so you
do not need to select them as recipients, however if have selected Include Text and you
also wish them to receive the text in the Email you will need to select them as recipients.

9. Click Send.
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The Message will appear as Unread for each recipient independently. Note that Messages sent
with the Include Text option checked will not appear as Unread for the selected recipients, as they
will also have received the full message via Email.

The Project Users list at the bottom of the View Message page which shows the recipients and
who has read the Message will only be visible to Project Manager, Project Support and Stakeholder
Users. If Include Text was not selected, the Date Read column will show the time and date that
each recipient first read the Message. This column will be blank for recipients who have not yet
read the message. If Include Text was selected, there will be a Date Sent column instead, as it is
not possible to verify when the Email was read.
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Reports

The following Data Room Reports can be run by Project Managers, Project Support and
Stakeholders:

Project Reports Manage Reports

= Custom Reports

» DR Project Excel Report
» DR Project Single Excel Report

» DR Project Single Word Report

« DR Project Word Report

= Configuration

» Configuration Report

 Inquiry Report

« Inguiry Worksheet

* RFC Report

* RFC Worksheet

« Notification Report

+ Notification Worksheet

» Supplier Document Access Report
» Supplier Document Access Worksheet
» User Document Access Worksheet
« Document Worksheet

» Tasks Report

» Task Worksheet

* Message Report

» Message Worksheet

Users with only a Data Room Access role cannot run any Reports.

Suppliers can only run Notifications, Clarifications and RFC Reports (from buttons at the bottom of
the respective lists).

Creating Custom Reports
Manage Reports allows you to create Custom Reports.

Access Summary Report

This is a very comprehensive report (intended primarily for Consultants, due to its complexity)
which outputs a row for each Document Group and the Users’ access rights to those Documents.
The information shown in this report considers potential access to files in a Document Group
according to the Project configuration; for example, an Assessor may be shown as having Read
access to a Document Group, but they will not see the Document Group in the Documents list if
there are no Documents currently loaded into the Groups for Submissions that the Assessor has
work for. The access shown in the Report is based on their assignment to Questions, rather than
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their ability to access an Answer Sheet.

Access Configurations ave A Cxw Cune

ACcess Summany Warksheet

The information that is output is as follows:
[0 Document Group — the name of every Document Group in the Project.

[0 Type — the Document Group Type, for example, Internal, Submission etc. The Type
description is also included.

[0 Restricted — will be set to Yes if Restricted Access has been enabled on the Document
Group. (Note that the Restricted Access function will only be available if Work Groups are
enabled on a Project.)

O User — the User’s Display Name.

[0 Document Access — the values are:

e Write - the user is able to upload files to the Group, and has the potential to see files uploaded
by others. For an "Assessor” Document Group Type; this value means that the user has the
ability to upload files through their Answer Sheet, and has the ability to see other uploads in
the Document Group (either through other Project roles, or Exercise visibility).

e Write Only — this is applicable to an "Assessor” Document Group Type only; it means that the
user has the ability to upload files through their Answer Sheet, but cannot see any files other
than their own in the Document Group.

e Read - the user has the potential to see files uploaded by others, but cannot upload files to
this Document Group.

e None - the user doesn't have permission to see anything in this Document Group, and cannot
upload to it either. This will also apply if the User’s Account or Project Access is disabled.

[0 Account Access — the values will be either Yes if the User’'s Account is Active, or No if it is
Inactive or Archived. It does not take the Project State into consideration.

[ Project Access — the value will be either Yes if the User is currently able to access the
Project or No if not. It does not take the Project State into consideration.
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[0 Role Access — the values will be any of Project Manager, Project Support, Stakeholder or
No — No Admin if they are an Assessor.

[0 Document User — the value will be Yes if the Document User option on the View/Edit
Project User page. (This is the option that allows Users with non-administrative rights to
have access to relevant Documents if they are not assigned to Questions that would
normally give them access.)

[0 Exercise — this contains the name of an Exercise to which the User has been assigned to
evaluate Questions.

[0 Revision - the name of the Revision in which the User has Questions to evaluate, for the
current row's Exercise. If Revisions are not enabled, then Base Version will be shown as
the Revision name.

[0 Exercise/Revision State — the values will be Active, Read Only or Inactive for the row’s
Revision.

O Question Access — the values will be Yes if the User is assigned to at least one Question
where the Document Group is directly assigned to that Question or a parent Question. It
will be No — Not Assigned if the User isn't assigned to any Questions, or the Document
Group is not visible to any of the Questions that the User is assigned to. None will be
shown if there are no Questions, such as in a Data Room Project.

O Exercise Visibility — this applies only to Assessor Document Groups Types. The values will
be Yes if the Document Group is visible to the Question, the User is assigned to the
Question in the current Exercise, the Question is part of the current Revision, and the
Question is part of a Dependent Exercise. It will be No if one or more of the previous
conditions is not met. None will be displayed for any Document Group with a Type other
than Assessor.

[0 Work Group - the name of any Work Group that the User is assigned to.

Portal State — if it is a Supplier Portal Project, this column will indicate whether the User
could potentially access the files in the Document Group given the Portal's state. The
value will be dependent on both the Portal State and the User's Project Roles; specifically,
the status of Unsealed will give a value "Yes - Unsealed” for a Project Manager, but will give
a value of "No - Unsealed” for Assessors. None will be shown if there is no Supplier Portal
associated with the Document Group.
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