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LAA eTendering Quick Guides

QGO01: Registering and Logging In For The First Time

1. Reqgistration & Sign in Screen
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LAA eTendering portal

You are here: Home

go to:

Welcome to the Legal Aid Agency's eTendering portal

The Legal Aid Agency offers contracts for tender through this easy-to-use online portal. This includes applications for
contracts to deliver legal services, including Crime, VHCC, Civil and telephone advice contracts.

1f you are new to eTendering you may wish to spend some time understanding the system. Click on the Technical
Support and Guidance link on the right of this page to access the generic eTendering guidance documents and Quick
Guides that take you through how to use the system. Further information and documents for each tender process is
available within the relevant ITT/PQQ.

Questions on the requirements or criteria within each Invitation to Tender (ITT) or Pre-Qualification Questionnaire
(PQQ), including queries about information contained in the tender documentation should be submitted via the
message boards for the relevant ITT or PQQ.

Technical queries regarding the use of this eTendering system should be directed to the LAA's eTendering Helpdesk.

Further information on how to ask questions, including any applicable deadline, is available in the relevant

Information For Applicants document. \

To access the LAA eTendering Portal Online
https://legalaid.bravosolution.co.uk

To register your organisation for LAA
eTendering, click ‘Register here’.

Registration on the LAA eTendering Portal is
free and only requires a simple registration
form to be completed to gain instant access to
tendering opportunities.
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2. Agreeing the User Agreement
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LEGAL AID eSOURCING PORTAL USER AGREEMENT

USER AGREEMENT

1. Introduction

1.1. The terms and expressions set out in Clause 17 shall have the meanings ascribed therein.

1.2. This User Agreement between the Lord Chancellor, whose address is the Ministry of Justice, 102 Petty France, London, SW1H 9A7 and the Applicant governs the access and use of the System by the Applicant to respond

to an invitation from the Lord Chancellor, to participate in a procurement exercise. References below in this User Agreement to the Legal Aid Agency (the "LAA"), shall be interpreted to mean the Lord Chancellor acting

through the LAA with regard to a procurement exercise and any award of contract.

1.3. The System is provided by BravoSolution UK Ltd and operated by the LAA. This User Agreement applies to the Applicant's and its Applicant Users' access to and use of the System. The Applicant acknowledges that by an

Applicant User accessing the System using the user 1D and password provided by, or on behalf ofthe LA, the Applicant agrees to be bound by this User Agreement,

4. The Applicant shall only use the System to respond to an invitation to participate in a procurement exercise in accordance with this User Agreement and any further rules expressed and presented in the System. The

parties hereto expressly agree that this User Agreement is expresely subject to such further rules (including the Tender Documents), and in the vent of any conflct or inconsistency with the terms o this User Agreement
and

and the terms of any of such further rules (including the Tender Documents), the latter shall prevail to the extent necessary to resolve such conflict or The parties that should the
Applicant be granted a contract by the LAA then the Applicant will be bound by the terms of that contract.

2. Access

2.1. The LAA grants to the Applicant, free of charge, access to the System by Applicant Users for the purpose of responding to any invitation to participate in a procurement exercise, subject to the terms of this User
Agreement.

2.2. The LAA may immediately deny access to the System by the Applicant and/or one or more Applicant Users and/or terminate this User Agreement by giving notice to the Applicant if any of the following events occur:
2.2.1. the Applicant commits a material breach of any of its obligations under this User Agreement (and "material breach” shall include without limitation, any breach of Clause 3.3); and/or

2.2.2. the Applicant fails to remedy, or persists in, any breach of any of its obligations under this User Agreement after having been notified in writing to remedy or desist such breach.

3. Upon termination for any reason:

3.1. all rights granted to the Applicant under this User Agreement shall cease; and

. the Applicant shall cease all activities authorised by this User Agreement.

Without prejudice to any of the Lord Chancellor's other rights, the LAA reserves the right to suspend access to the System without notice for technical or legal reasons.

3. Registration
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1do not agree

3. Completing the Simple Reqgistration Form

7
All organisations
should read
through the ‘User
Agreement’.

If you agree to this
you must then tick
the box that states
‘I agree’ and click

the ‘l agree’ button

[0 progress.
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# Organisation Name

# Main or Principle Address line 1

% State/County El
* Postal Code
# Country [UNITED KINGDOM =

# Main Organisation Phone Number

Organisation Fax Number

# Organisation Email Address

# Organisation Legal Structure [l

% Company/Charity Registration Number (if not
registered enter 'N/A') \

# VAT Number (if not registered enter 'N/A')

The registration form contains two sections:
Organisation Details & User Details.

Once you have completed the registration
form, please click ‘save’.

You will shortly receive an automated email,
to the registered email address, detailing
your username and password.
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4. Sign in Changing your Password
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LAA eTendering portal

To log-in to the LAA

erendering Portal,
e ogae You are here: Home
e please enter your user-
Welcome to the Legal Aid Agency's eTendering portal name and password...

The Legal Aid Agency offers contracts for tender through this easy-to-use online portal. This includes applications for
contracts to deliver legal services, including Crime, VHCC, Civil and telephone advice contracts.

If you are new to eTendering you may wish to spend some time understanding the system. Click on the Technical
Support and Guidance link on the right of this page to access the generic eTendering guidance documents and Quick
Guides that take you through how to use the system. Further information and documents for each tender process is
available within the relevant ITT/PQQ.

Questions on the requirements or criteria within each Invitation to Tender (ITT) or Pre-Qualification Questionnaire
(PQQ), including queries about information contained in the tender documentation should be submitted via the
message boards for the relevant ITT or PQQ.

Technical queries regarding the use of this eTendering system should be directed to the LAA's eTendering Helpdesk.

Further information on how to ask questions, including any applicable deadline, is available in the relevant
Information For Applicants document.

5. ChanCHnCI VOUI' Password Specify a new Password in order to proceed
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For security reasons you are required to change your Password,

Wour new passward muest be al least 8 charsclers lang.
When you log in for the first time, you will neeD

to change your password. The new password is
made up by yourself, but it should have at least
8 characters and contain both letters and

Please enter a new Password in (he felds below and click " Submil" to conline.

passegrd mizst be dilarant from tha previous 12 passwoed

numbers Naw Passward [min 8 characters)
snssaasay
Conlirm Passwoad

Retype the new password into the ‘Confirm

Password’ box and then click ‘Submit’ to save
the changes. )

6. Forgotten your password?

Register or login

Username

Password

If you forget your password, please click the |:|g
‘Forgotten your password?’ link. ——

Forgotten your password?
M High Contrast Stylesheet
* Username f \
To receive a new password,
e please enter your ‘Username’ and

‘Email’ and then click ‘Submit’.
* Email
You will receive an automated
email detailing your new pass-
Fanca word shortly.

\. J




