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LAA eTendering supporting guidance

Please note, the information provided in this supporting guidance is only intended to be general
summary information for any prospective supplier for any LAA contract.

It is not intended to take the place of the tender rules, including specific terms and conditions of
tendering for a particular contract.

You will find the tender rules, including specific terms and conditions of Tender in the relevant
Information for Applicants (IFA) document.

You should always ensure that, before using the eTendering system, you are familiar with the
specific terms, conditions and any other rules regarding tendering for the contract you are
interested in delivering.
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What is LAA eTendering and why use it?

LAA eTendering is a secure, web-based, collaborative tool which allows the Legal Aid Agency and
potential Providers of legal aid to conduct the tender process online.

The portal is provided by Bravo Solution, an official UK public sector eTendering service provider.

The benefits for tender applicants are:
* Asecure environment that is available 24 hours a day, 7 days a week via the Internet

* The platform is independently assessed and accredited by the UK government to the highest
levels. It is also fully compliant with the EU Procurement Legislation and processes.

* The ability to instantly submit tender responses helping to reduce suppliers’ printing and
courier costs when responding to an electronic tender via the eTendering portal.

* Providing a full audit trail and application history for future reference for both the LAA and
providers of legal aid.
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How to access the LAA eTendering portal

You can access the eTendering portal at:

https://legalaid.bravosolution.co.uk/

To access the eTendering portal you will need the following minimum system requirements:

If using a PC you will need to use a minimum of Internet Explorer 7 or 8
* |f using a MAC we recommend that you use Firefox rather than Safari
We recommend that the latest version of Java is installed

* We advise you to enable pop-ups in your browser.

* The use of the back and forward buttons may result in your session being timed out and any
unsaved data being lost. Always use the navigation buttons within the software to prevent
this from happening.


https://legalaid.bravosolution.co.uk/
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Viewing contract opportunities

| ?&9 Legal Aid Agency

LAA eTendering portal

You are here: Home

Username > Government Procurement Service
Welcome to the Legal Aid Agency's eTendering portal . Tenders Electronic Daily (TED
Password

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

- contracts.

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

Register here

Forgotten your p

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

1f your organisation has not already creatad a reqistration in this portal you will need to reaister yo
details and create a username and a password to respond to tender opportunities. You will need thi
information to enter the site each time you visit so keep it secure. You can access help from this
website if you foraet vour password.

Opportunities listings are used by
the LAA to advertise forthcoming

Opportunities

tendering opportunities.

* View current opportunities and notices
» View past opportunities and notices

©@Legal Aid Agency. All rights reserved. System Requirements

WARNING: Do not proceed if you are not an Authorised User, This application is protected by appropriate security
measures. Access to and use is restricted to Authorised Users only. Any attempt to use this system in a manner not
authorised or any attempt to alter, destroy or damage any Information contained within it may constitute a breach of
the provisions of the Computer Misuse Act 1990 and/or other legislation and shall leave the user liable to both criminal
and civil proceedings. Tt is strictly forbidden to attempt to access this system using any third party’s logon identity.
Anyone using this system consents to active monitoring for security policy compliance purposes.
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Registration

| ?&9 Legal Aid Agency

LAA eTendering portal

You are here: Home

Username > Government Procurement Service
Welcome to the Legal Aid Agency's eTendering portal . Tenders Electronic Daily (TED
Password

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

- contracts.

If vou 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
ack guidance documents and Quick Guides that take vou through how to use the system. Further
information and documents for each tender process is available within the relevant ITT/PQQ.

Register here

Forgotten your p

Questions on the requirements or criteria within each Invitation to Tender (ITT) or Pre-Qualification
stionnaire (PQQ), including queries about information contained in the tender documentation

eTendering Help

Further information on ho
relevant Information For Appli

ask questions, including any applicable deadling, is available in the
s document.

d a reqistration in this portal you will need to reaister vour
to respond to tender opportunities. You \
keep it secure. You can access help fro

1f your organisation has not already cr
details and create a username and a pass
information to enter the site each time you visr
website if you foraet vour password.

Opportunities

* View current opportunities and notices
» View past opportunities and notices

©@Legal Aid Agency. All rights reserved. System Requirements

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

WARNING: Do not proceed if you are not an Authorised User, This application is protected by appropriate secu

measures. Access to and use is restricted to Authorised Users only. Any attempt to use this system in a manne

authorised or any attempt to alter, destroy or damage any Information contained within it may constitute a brea

the provisions of the Computer Misuse Act 1990 and/or other legislation and shall leave the user liable to both cri

and civil proceedings. Tt is strictly forbidden to attempt to access this system using any third party’s logon iden
Anyone using this system consents to active monitoring for security policy compliance purposes.
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Registration

ccessibility an egend™ lime Zone: GMT + 00
A bility and Legend 7 Time Zone: GMT +0:00

“iHigh contrast stylesheet EAdobe PDF file

LEGAL AID e SOURCING PORTAL USER AGREEMENT

USER AGREEMENT

1. Introduction ‘
1.1 The terms and expressions set outin 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 9AJ 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 Agreementto 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 Lid 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 ID and password provided by, or on behalf of the LAA, the Applicant agrees to be bound by this User Agreement.

1.4. The Applicant shall only use the System to respond to an invitation to paricipate 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 expressly subject to such further rules (including the Tender Documents), and in the event of any conflict or inconsistency with the terms of this User Agreement and the terms of any of such
further rules (including the Tender Decuments), the latter shall prevail to the extent necessary to resolve such conflict or inconsistency. The parties understand and acknowledge 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 te 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:

221 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); andlor

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.

2.3. Upon termination for any reason:

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

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

|t |

1 have read and agree to the eSoi

ice User Agreement

|l agree @

| do not agree

All organisations should read
through the ‘User Agreement’. You
must then tick the box that states ‘I

agree’ and click ‘Continue’ to

progress.

w1 agree
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Registration

| % Legal Aid Agency
Accassiaity and Legend | Time Zane: GHT + 0:00 DST Please complete ALL the

— ‘Registration Data’ fields and click
‘save’.

ﬁ High contrast stylesheet| | £§ Reset

‘Organisation Details

# Organisation Name

% Main or Principle Address line 1

# City
# State/County [=]
+ Postal Code
# Country | UNITED KINGDOM =

% Main Organisation Phone Number

Organisation Fax Number

% Organisation Email Address

Web site
* Organisation Legal Structure E|
% Company/Charity Registration Number (if not

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

~ e Note: The Registration form contains two
N\ e sections: ‘Organisation Details’ and ‘User
e e e e i Details’. You should enter user details for the

Note:
You can enter
multiple email
addresses under

\hﬂne Number
and "your mobile phone number” with no spa

Fax Nambert i individual responsible for completing all
tenders.

# Email Address

IMPORTANT: This email address will be used for access
to the site, and for all communicatiens. Please ensure
you enter the address correctly.

one account by

Please use ";" (semicolon) to separate multiple

addresses. .

Role wihin Organsation TIP: Ensure you have entered a memorable separating them
% Preferred language for use in system interface . . . .
+ Time Zone ‘username’ and a valid ‘email address’. using a semi

Correspondence regarding tender activities colon (;).

will be sent to this registered email address.
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Registration
f@m I - Registration on Legal Aid Ager?cy‘—.r:"l_asa;(l’lain Tm Elﬁlg\
~

Message Developer @

_»Qi _ﬁ ._i% x -—.jl i} ﬁ % &, safe Lists - Eﬁ i i zz::tm'

Reply Reply Forward @ Delete Moveto Create Other Block [ Not Junk Categorize Follow Mark as

to All Folder~ Rule Actions~ | Sender b Up~ Unread | k§ Select~
Respond Actions Junk E-mail F} Options P} Find

From: help@bravosolution.co.uk Sent: Tue14,05/201312:16

To: - -

Cc . .

Subject: _ Registrtion on Legal Ald Agency This will generate an auto-alert to B
Dear Organisation, the registered email address =
Welcome to https://legalaid.bravosolution.co.uk. detalllng your ChOSen username and
You have now successfully registered tg =https://legalaid. d Unique password.

Your Username is:
Your temporary Password is:
***pPLEASE DO NOT REPLY TO THIS MESSAGE. THIS IS AN AUTOMATED MAIL ALERT AND REPLIES TO THIS MESSAGE ARE ROUTED TO AN UNMONITORED
MATLBOX***
IMPORTANT GUIDANCE ON SPAM FILTERS: 3
In order to prevent eTendering portal emails from being quarantined by your organisation fire wall or spam filter, you are
advised to instruct your IT team to accept all emails from the .bravosolution.co.uk and .bravosolution.com domains.
SIS \\/hen you receive this email, ensure :
When you log into the portal for the
WA that you add the sender to your safe ) : :
. first time you will be asked to change
senders list to prevent future :
; : the password to something more
messages being blocked by your anti-
memorable. L
spam software. -
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Creating additional users

| f&* Legal Aid Agency .. .
To make sure that your organisation always receives
Log Out LAA eTendering portal information from us, you should register additional
usersin case one person is away.

You ae heres Home rezared arsa Should you wish to have additional users within your
: Legal Aid Agency eTendering organisation’s registered account, log in to the portal
e then click the ‘Manage Users’ link. From here you can
PQQs and ITTs create user accounts for other individuals within your
A ATTIRRREER,  Organisation who will need to get involved in tenders.

relevant Invitation To Tender (ITT). Further detail on th
relevant Information for Applicants document.

Manage Users

For a list of PQQs / [TTs open to all suppliers click on th

Once you select a PQQ or ITT, click Express Interest to
etailed information about the tender and submit a res

ponse in ene visit, and can save your progress to re You can decide what rights the new user accounts

OncAyou have expressed an interest, yvour PQQ/ITT wi
of the§te. This will allow you to access your chosen PQ) H

TRl kibe  should have to view and respond to PQQs and ITTs.
AlternativelySgou can click on the Projects link below to

which you ha reviously expressed an interest or wh)

Opportunities

s N The new user accounts can then receive any automatic
e email alerts and communications from the LAA

Invitations to tender (ITT!
* My ITTs

regarding specific tenders.

d. System qui =

WARNING: Do not proceed if you are not an AuthoriseMUser. This application is protected by appropriate security
measures. Access to and use is restricted to Authorised DNgrs only. Any attempt to use this system in a manner not | 4
authorised or any attempt to alter, destroy or damage anyWgformation contained within it may constitute a breach
of the provisions of the Computer Misuse Act 1990 and/or Nger legislation and shall leave the user liable to both

To begin creating an additional user, click the
‘Manage user’ link.

10
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Creating additional users

@9 Legal Aid Agency

11 Main Page @ Logout 'ﬂ'Accessibility and Legend Welcome: 4 Select Module
Time Zone: GMT + 0:00

Profile User Management Categories
—
i =] #

Users _, SearchiFilter | | [J|Create | | [&|Export List to Excel fHeIp for Suppliers 7
Users
Roles o
Division +
Divisions
Divisions

Default User
Default User

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~

Click ‘Create’ to enter the details
of the additional user.

11
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Creating additional users

O Logout | %F Accessibility and Legend & Welcome:
Time Zone: GMT + 0:00

| New User

[=]save | $€cancel

User Details

#* Last Name

* First Name

User Tag for Codes

* E-mail

% Telephone Mumber

Mobile Phone Mumber (please enter "+ "country code™ and "your
mabile phone number” with no spaces)

% Division Name [ pivision [+
Department
Role
% Choose your Username and check itis not already in use. Enter the ’user deta ||S' on th|s
#% Preferred Language . Vi )
new user form and click ‘save’.
% Time Zone  [[GMT 0:00) Western Europe Time, London, Lisbon [=]

Use High Contrast Stylesheet

Note: This form will ask you to

Use Accessible Controls by default

specify a username. Please
ensure it is memorable to the
new user.
We suggest first initial and
surname e.g. Jsmith.

12
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Creating additional users

7&9 Legal Aid Agency

l=Back ToList | 1% Main Page O Logout | %% Accessibility and Legendc’ Welcome:
Time Zone: GMT + 0:00

New User

Test User was registered as new user. The Users access codes have been sent via email to the following email address:
The new User account does not have any Role associated to it. Please review the User Rights of the account in order to grant access to Negotiations. The account currently has no access to Negotiations by default.

£%View User Rights

~ COPYRIGHT 2000 - 2014 BRAVOSOLINON ~

Once you have completed the ‘new
user’ form you will need to assign
user rights for the additional user.

Click ‘view user rights’ to define
these rights.

13
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Creating additional users

% Legal Aid Agency

|+ Back To List 1 Main Page O Logout -3 Accessibility and Legend c7

Welcome:

Time Zone: GMT + 0:00

User: Test User

User Details [Zjeditg [SiDelete
View User Details .

fHeIpfor Suppliers

User Rights
View User Rights []Edit PQQ/ ITT Rights

See POQITT (Sl
View PQQUITT Details (Supplier)
Create Response

Modify Before Publishing
Publish and Modify

Contact Visible to Buyer

Messages Management

View Sensitive Data (including; attachments, response, pricing

o Note: As a default the portal will not
assign any user rights for additional
R users. To ensure the additional user
has adequate levels of access to
PQQs/ITTs you must edit their user
rights.

User Management

Manage Users and Roles Mo

Click ‘Edit’ to assign user rights.

14
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Creating additional users

’@9 Legal Aid Agency

@ Logout £* Accessibility and Legendc? Welcome:
Tirme Zone: GMT + 000

User: Test User
Division: Division

E Save | | J€Cancel

PQQsiTTs

See PQQUITT (Supplier) |Y55

View PQQATT Details (Supplier) |Yes

Create Response |Ye5

Madify Before Publishing |Ye5

| | & & E

Amend the user rights by

Publish and Modify [ves

ContactVisible to Buyer [ves [<] selecting the relevant options
from the drop down lists
provided.

Messages Management [ves

afa

Wiew Sensitive Data (including; attachments, response, pricing |Yes
etc)

User Management

Manage Users and Roles
Manage Users, Roles, Users Lists and Divisions

Once complete click ‘Save’.

This has now successfully
created an additional user with
adequate levels of access.

15
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Home Page

3

| ?&* Legal Aid Agency

LAA eTendering portal

M Vour Brofi
lanage Your Profile You are here: Home reserved area

Supplier's Help

Modify vord

Manage Users Legal Aid Agency eTendering Supplier’s Help
From this page you can view and access our current tender opportunities and manage your Technical Support and
applications. This includes applications for contracts to deliver legal services, including Crime, VHCC, Guidance

Civil and telephone advice contracts.

PQQs and ITTs

For each tender, applicants must complete a Pre-Qualification Questionnaire (PQQ) followed by the
relevant Invitation To Tender (ITT). Further detail on the requirements upon applicants is in the
relevant Information for Applicants document.

For a list of PQQs / [TTs open to all suppliers click on the corresponding links below.

m

Once you select a PQQ or ITT, click Express Interest to enter that PQQ or ITT. You can then view more
detailed information about the tender and submit a response. You don't need to complete vour
response in one visit, and can save your progress to resume at a later date.

Once you have expressed an interest, vour PQQ/ITT will be moved to the My PQQs or My [TTs section
of the site. This will allow you to access your chosen PQQ/ITT quickly and easily, without having to
search through the full list of tenders each time you visit.

Alternatively you can click on the Projects link below to access all of the tenders (PQQs and ITTs) in,
which you have previously expressed an interest or which you have been invited to.

Opportunities

Projects
Pre-Qualification questionnaires (PQQs
+ My PQQs

: e Now that you have registered and
+ PQQs open to all suppliers
tnvitations to tender (1TTs) logged into the portal, you will be at

e My ITTs
+ ITTs open to all suppliers the /Home Reserved Area

©Legal Aid Agency. All righ

WARNING: Do not proceed if you are not an Authol
measures. Access to and use is restricted to Authori

auih&risedor?nvat::rrr!pcttoaltterr'dfstrovaortiagr:;g From her yOU Can aCCGSS the B
Supplier’s Help centre.

rriminal and rivil nenraadinne Tt ic etrirths fnrhiddan

16
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Supplier help centre

3

Help for Suppliers (UK Public Sector)

Contents [hide]

m

1 Help for Suppliers
1.1 Dashboard module
1.2 Projects module
1.3 Published Opportunities module
1.4 Users & Organisation Profile module
1.5 File Sharing module
1.6 Links to ather modules
1.7 Commaon Features
2 Disclaimer

Help for Suppliers

Welcome to Help for Suppliers!
This Help content is designed to explain the eSourcing platform in busin®g terms. allowing Suppliers to quickly understand the features and benefits of the software.
Help content is presented by software module, and divided into software "objech such as PQQs, ITTs and Auctions - just like the software itself.

The Help pages for each software object provide everything that a Supplier needs to
activities that Suppliers may wish to perform on the object.

derstand the object lifecycle. The process of managing each object is explained in detail, along with the key

The Help content explains the entire eSourcing software functionality. even if some functionalit not currently activated on the platform.
Additional help content is available using the tooltips within the platform.

Suppliers who require urgent technical support may contact the Market Operations Centre, also known as

Download this help content in PDF format for reading offline. (Warming: This page may take several minutes to 103 - The Su pp“er Hel p Centre CO nta i ns usefu'
Dashboard module information on how to use the portal. You
The Dashboard provides each Supplier with a selection of Dashboard Portlets that summarise their activities on the platform | may fi nd it hel pful to keep this Wi ndOW

immediate access to current activities:

« Dashoard open as you navigate the rest of the portal.

Projects module

The Projects module allows a Supplier to interact with the Buyer Organisation on sourcing activities, by viewing sourcing Projects. responding to PQQs and [TTs, bidding in Auctions, and performing
Contracts.

17
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Accessing PQQs/ITTs

3

| f&* Legal Aid Agency

LAA eTendering portal

For each tender process, subject to the
instructions in the relevant Information for
Applicants (IFA) document, Applicants are
Legal Aid Agency eTendering generally required to complete a response to a

From this page you can view and access our current tender oppaort]

applications. This includes applications for contracts to deliver lega Pre-Qual iflcatlon Questlon nal re (PQQ)

Civil and telephone advice contracts.

PQQs and ITTs followed by the relevant Invitation To Tender
F h tend licant t let P lificats E E E
Felevart Tiation Lo Tomaer (D) Further detal om Ee raauiromd (ITT) associated with the contract for which
relevant Information for Applicants document.

For a list of PQQs / [TTs open to all suppliers click on the correspo you are applyl ng .

Once you select a PQQ or ITT, click Express Interest to enter that §
detailed information about the tender and submit a response. You
response in one visit, and can save your progress to resume at a |

Once you have expressed an interest, vour PQQ/ITT will be move For a. Ilst Of PQQS and ITTS Open tO a”

of the site. This will allow you to access your chosen PQQ/ITT g

search through the full list of tenders each time you visit. . Suppllers CIICk On ‘PQQS Open to a” Suppliers’

Alternatively you can click on the Projects link belo

which you have previously expressed an interegp@ i Or ‘ITTS Open to a” Suppliers’ Iinks.

Opportunities

Projects
Pre-Qualification quegpi®
+ My PQQs

iaioce W If you have been directly invited to respond to
Invittions to tender (TTs) a PQQ/ITT it will appear in the ‘My PQQSs’ or

* My ITTs

+ ITTs open to all suppliers ‘My ITTS’ area .

©Legal Aid Agency. All rights reserved. System R

18
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Accessing PQQs/ITTs

%3? Legal Aid Agency Here yom; Cclag ;ﬁe_rthe list of
s/ITTs.

11 Main Page @ Logout %* Accessibility and Legend Welcome: 4 Select Module
Time Zone: GMT + 0:00

Projects PQQs
-\, SearchiFilter | | B [Export List to Excel | | #FHelp for Suppliers o7 &

'.Il:[}.l-lr_rr?'s Project Code: Buyer Organisation ITT Status

1

Time limit for Expressing Interest

itt_248 Demo ITT project_81 Legal Aid Agency Running 2EM02/2014 12:00

ITTs Open to All Suppliers
ITTs Open to All Suppliers

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~

Please select the relevant PQQ/ITT
that you would like to complete.
Then click on the PQQ/ITT title to

open it or express an interest.

19
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Expressing interest in PQQs/ITTs

%ﬁ Legal Aid Agency

This will take you to a summary page showing a description, closing
) Logout = ¥* Accessibility and Legend date and the current status of the PQQ/'TT’

Project : project_81 - Demo Project
ITT: itt_249 - Demo ITT

Closing Date: 27/02/2014 12:00:00

w/Express Interest | | 3¢ Decide Later

(E)Printable View [

Click on ‘Express Interest’ to
register your interest with the LAA and
to view the details of the PQQ/ITT. A
ITT Code  itt_249 notification message will be displayed,

ITT Title  Demo [TT click ‘OK'.

Response status

Response Mot Submitted To Buyer

Response status

ITT Description

Type of Supplier Access  [TT Open to All Suppliers ) ) x
The page at https://legalaid-prep.bravosolution.co.uk says:
Response Currency GBP

TestITT Yes Please click OK to Express Interest in this ITT.

The ITT will mowve to your "My ITTs" area, and you will have the option to
view all ITT Details, download Buyer Attachments, send and receive
Messages with the Buyer, and submit your Response,

20

Buyer Organisation Legal Aid Agency
Buyer Mame Mihailovici Livia

Allow Suppliers to Respond by Consortium  Yes
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Expressing interest in PQQs/ITTs

% LeQaI Aid Agency If you expressed an interest the PQQ/ITT will automatically
move into ‘My PQQs/ITT’ area - this is often referred to as

your reserved area on the portal where PQQs/ITTs will be

R . I P ] . . 9 . .
k-BackTolist ~ ft MainPage O Logout | & Accessibility and Legendc listed that you have expressed interest in or been invited to.

Project : project_81 - Demo Project

Closog Date: 37720

Closing Date: 27/02/2014 12:00:00
Sertings Response Lasi Submitfed On:
View ITT settings

| Warning: You have 1 unread Buyer Attachment(s). Please click here to read the file(s) before submitting your response.

Buyer Attachments
EBuyer Attschments: 1

[E]Printable View 7 fHeIpfor Suppliers
My Response

Statys is: Response Not Submitted To Buyer
15 response ! " nasponse status

e status Response Not Submitted To Buyer

Mzanage User Rights

Note: Please check the number of attachments
i@k shown in the ‘Buyer Attachments’ button on the
Type of Supp left-hand side of this page.
a=lE  Some PQQs/ITTs will have no Attachments here. If
there are any, the PQQ/ITT and the Information
e for Applicants will explain their purpose.

To respond to the PQQ/ITT click

‘My Response’.

B

Allow Suppliers to Respond by Consortium  Yes

21
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Expressing interest in PQQs/ITTs

@ Legal Aid Agency

|"" Back To List 1 Main Page ) Logout 'ﬂ' Accessibility and Legend Welcome:
Tirme Zone: GMT + 0:00

Project : project_81 - Demo Project

Clota Dot 75220

Closing Date: 27/02/2014 12:00:00
Serings Response Last Submitted On:

View ITT settings

Buyer Attachments
Euyer Attachments: 1

[B]Printable View 3 fHeIpfor Suppliers

My Response
Status is: Response Not Submitted To Buyer

E.J,Create Response mDecline To Respond

Messages

b Unresd Messages (0) Supplier Organisation Structure

User Rights % This bid is submitted on behalf of: My Organisation §nly (Mo consortium)
Manage User Rights

& View Response Index Only

w 1. Qualification Response (questions: 7 )

1.1 Criminal Convictions - Mandatory Exclusions - Question Section TO create your response to the
PQQ/ITT click ‘Create Response’.
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Downloading Buyer Attachments

% Legal Aid Agency

|+ Back To List 1t Main Page O Logout £ Accessibility and Legend o Welcome:
Time Zone. GMT + 0:00

Project : project 81 - Demo Project
ITT: itt_24% - Demo ITT

ITT Details

II

Closing Date: 27/02/2014 12:00:00
Serings Response Last Submitted On:

View ITT settings

| Warning: You have 1 unread Buyer Attachment(s). Please click here to read the file(s) before submitting your response.

Buyer Attachments
Buyer Aftachments: 1

i |Export  Import Response |Delete response | | ([2)Printable View ' fHeIpfor Suppliers

My Response
Sigtus is: Response To Be Submitted To Buyer
@' submit Response

Messages Response Summa
¥ Unresd Mezssgesz (D) My POl Ty
Qualification Response

) . responses (5)
User Rights 2 Technical Response Missing mandaml 3

Manage User Rights

3 Commercial Response Mandatory fields mis{

The LAA may have uploaded documentation as
Buyer Attachments. Alternatively, it may have
made this information available next to the
relevant questions in the PQQ/ITT.
@ View Response Index Only The number of documents available in the Buyer
v 1. Qualification Response {questions: 7) Attachments section will be shown. If there are any

Supplier Organisation Structure

# This bid is submitted on behalf of:

w 1.1 Criminal Convictions - Mandatory Exclusions - Questio documents here, tO access them please C“Ck the
Note
1.1.1 |BIDDERS Yourresponse will be rejected if you ans IBuyer AttaChmentS’ bUtton
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Downloading Buyer Attachments

You can download all the attachments in one go
by clicking ‘Mass Download’.

@‘ Legal Aid Agency

Note: You will need to have Java (latest version
recommended) installed to do this.

l-Back ToList = Tt Main Page ™ Logout =~ % Accessibility and Legend

Project : project_81 - Demo Project

oo Dot 3700

Closing Date: 27/02/2014 12:00:00
Settings Response Last Submitfed On:
View ITT seftings
Path: Top Level /
Buyer Artachments | e
S TR (EyPrintable View 7 | | #FHelp for Suppligfs o7
My Response
Status is: Response To Be Submitted To Buyer
_), SearchiFilter mass Download @Exporl List to Excel
Messages FolderiFile Hame Description Last Modification Date
P Unresd Messages (0) [TT_Tenderer_Acceptance.docx 28012014 16:25:19 +#Properties
User Rights
Manage User Rights

To access each document click the file name and click the ‘Save’ button to save

a copy to your local computer or network drive.

Tip: If you are using a slow internet connection note the file size and try to
download larger files either via a broadband connection or at off-peak times.
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Downloading Buyer Attachments

@9 Legal Aid Agency

}" Back To List 1 Main Page @ Logout 'ﬂ' Accessibility and Legend Welcome:
Time Zone: GMT + 0:00

+
Project : project 81 - Demo Project
- ITT: itt 249 - Demo ITT
ITT Detail =
Closing Date: 27/02/2014 12:00:00 File Download -
Settings Response Last Submitted On: [r———— e —
View ITT seftings

Do you want to open or save this file?

Path: Top Level

Buyer Attachments
Buyer Attachments: 1

[B]Printable View fHeIpfor Suppliers '

@ ] Name: doc
Type: Microsoft Office Word 97 - 2003 Document, 255KB
From: www.prep.legalservices.bravosolution.co.uk

My Response
Status is: Response To Be Submitted To Buyer
4, SearchiFilter ﬁlﬂass Download @Export

Messages FolderiFile Hame
¥ Unresd Mezzages (0) 4

ITT_Tenderer_Acceptance.docx

User Rights
Manzage User Rights

% Properties

Click ‘Save’ and select an appropriate location on
your own computer to store the attachment.




legal aid — fair access to justice | % Legal Aid Agency
Responding to PQQs/ITTs

Navigate back to the ‘My Response’ area and click ‘Edit

response’ for each of the applicable sections.

This will then take you to the next screen, it is here that s o Sm—
you will complete the PQQ/ITT response.

Demo Project
r

Note the following: ST
- Regularly click the ‘Save Changes’ or ‘Save and Exit
Response’ buttons to ensure that your information is
saved in case your connection is lost.
- For security purposes the portal will log you out after @ submit Response
15 minutes of inactivity.
-Text fields are limited to 2000 characters for brief Wissing mandatory responses (5)

Wissing mandatory responses (8)

I’ESPO nses Only se Mandatory fields missing (3) T
- The system will not allow you to submit your response s structure

if any mandatory questions (marked with a red asterisk)
have been left blank. # This bid is submitted on behalfof. My Organisation Only (Na consortium)

nread Buyer Attachment(s). Please click here to read the file(s) before submitting your response.

aasSuppliers o7

Index Only

Responding to PQQs/ITTs
Note: If a questionrefers you to an attachmentthat B : . :
L. victions - Mandatory Exclusions - Question Section
needs to be completed, ensure it is downloaded and Hote Details
saved on your own computer’ ready 1 {0) complete and Your respense will be rejected if you answer "Yes™ to any of the following questions.

sponse (questions: 7 )

upload back into the relevant section.
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Uploading Attachments

Project : project_81 - Demo Project
ITT: itt 249 - Demo ITT

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On:

Edit Mode

HSEVB Changes HSave and Exit Response %Cancel

-the common law of attempting to pervert the course of justice

1.2 ITT Tenderer Acceptance - Question Section

Note Note Details
121 TT Please navigate to the Attachments area in order to download and view the "ITT Tenderer Acceptance™ document before responding to this Section.
Tenderer
Acceptance
Response

Description

Question

1.22TT # Please confirm that you have read, understood and agree to the “ITT Tenderer Acceptance” document?

Tenderer
Acceptance

1.3 Quality Management - Question Section
Description Rezponse

Question
1311509001 | % Does your Organisation hold a current IS0 9001 accreditation? | ves (=]

1.4 Quality Management with 150 9001 - Question Section
Response

Question Description
=p Click to attach filec?

1.4.1|1S0 9001 # Please attach a copy of your Organisation's current ISO 9001 accreditation.
Certificate

Some questions and notes may have additional attachments for you to
review or use as part of your response. To upload documents and/or

templates as file attachments click the ‘Click to attach file’ link

27



legal aid — fair access to justice % Legal Aid Agency
Uploading Attachments

Click the ‘Choose File’ button to navigate your local
drive, locate the file and select it to place it here.

Project : project 81 - Demo Project
ITT: itt_249 - Demo ITT

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On:

Edit Mode

HSave Changes BSEVE and%{esponse %Cancel

EATET=E 5}

-the common law of attempting to ppewadib
1.2 ITT Tenderer Acceptance - Question Section % Legal Aid Agency
Hote

121177 Flease navigate to the Attachmen Section.
Tenderer « Confin $¢Cancel
Acceptance

. Selegi file to upload:
Question Please keep toam size in order i ing. The portal allows individual attachments up to a Response
maximum size of 50Mb but we recgfnmend that you keep attachments to 2Mb or less.

1227 % Please confirm that you have read ‘ |:E|

Tenderer

Acceptance # File Attachments Upmai gmchment =]

1.3 Quality Management - Question Section * [[Choose Fie ] No file chosen |

Question Response

1.34 150 9001 % Does your Organisation hold a current IS0 8001 accreditation? ﬂ

1.4 Quality Management with 150 9001 - Question Section

Question Description Response

1.4.1 /150 9001 # Please attach a copy of your Organisation’s current 150 9001 accreditation. = Click to attach fileg
Certificate
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Uploading Attachments

Project : project 81 - Demo Project
ITT: itt 249 - Demo ITT

Closing Date: 27T702/2014 12:00:00
Response Last Submitted On:

Edit Mode

HSave Changes HSave and Exit Response %Cancel

-the common law of attempting to pervert the course of justice

1.2 ITT Tenderer Acceptance - Question Section

Note Note Details
121177 Please navigate to the Atf
Tenderer wf Confirm | | 3§ Cancel
Acceptance
Question Selet file to upload: Response
Please keep attachments to a manageable size in order to fAcilitate downloading. The portal allows individual attachments up to a
122|177 # Please confirm that you b maximum size of 50Mb but we recommind that you keep attachments to 2Mb or less. |
Tenderer
Acceptance
1.3 Quality Management - Question Sectior % File Attachments: |L|p|oad Attachment \ EI
Question Response
* |[ Choose File | Copy of IS\C...tificate.docx|
1.3.1 150 9001 * Does your Organisation ff \ Yes [
1.4 Quality Management with 150 9001 - Question Section
Question Description Response

1.4.1 150 9001 & Please attach a copy of your Organisation’s current 120 9001 accreditation.

Certiicate Click ‘Confirm’ to return to your response

screen.
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Uploading Attachments

| %@9 Legal Aid Agency

Once you have uploaded an attachment you may wish to
download it again so that you can make changes. To do this click
on the ‘Refresh’ icon within the relevant question, save the
document to your computer and upload again once amended.

Once you have made all your

changes, click ‘Save and Exit
Response’.

Please note that you are not able to download documents that
the LAA has uploaded using this button. To do this you need to
click on ‘Buyer Attachments’ on the left-hand side of the page or NEEvE=

on the attachment next to the specific question or note.

122(MT
Tenderer
Acceptance

# Please confirm that you have read, understood and agree to the “ITT Tenderer Acceptance” document?

1.3 Quality Management - Question Section

Question

1.3.1 {130 9001

# Dioes your Organisation hold a current 120 9001 accreditation?

1.4 Quality Management with 150 9001 - Question Section

Question

1.4.1 1509001
Certificate

# Please attach a copy of your Organisation’s current 1S0 9001 accreditation.

Response

_Yes, I agree ||

Response

[ves =]

Description

Description Response
Copy of ISO

Centificate.docx (0 KB)

Alternatively you may wish to remove the attachment and
upload a new version straight from your computer. To do this,
click on the ‘Remove Attachment’ icon, then upload a new

attachment as per the previous instructions.
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Conditional Sections

Note that occasionally you may encounter conditional sections which are triggered depending on

the answers you provide. In the example below, sections 1.4 and 1.5 are locked until a response is
chosen in section 1.3.

1.3 Quality Management - Question Section
Question Description

1.3.1|1S0 9001 % Does your Organisation hold a current IS0 9001 accreditation?

1.4 Quality Management with 150 9001 - Question Section
1.5 Quality Management without 1SO 9001 - Question Section

Once a response is selected, the relevant conditional section will be displayed and you will be able
to answer all the questions included in that section. Note that depending on the number of
conditional sections included you may need to scroll down the page to find it, as it may not be
displayed directly under the triggering question.

1.3 Quality Management - Question Section
Question Description
1.31 150 9001 # Dioes your Organisation hold a current IS0 8001 accreditation?
1.4 Quality Management with 150 9001 - Question Section
Question Description

141150 9001 # Please attach a copy of your Organisation’s current 130 9001 accreditation.
Certificate

1.5 Quality Management without 150 9001 - Question Section

Conditional sections can also contain mandatory questions, i.e. you will not be able to submit your
response to the LAA eTendering team until the questions are answered.

Response

(L=

Response

[ves [=]

Response

e Click to attach filepf
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Submitting PQQs/ITTs responses

Note the ‘Check mandatory questions answered’ button located at the

top of each envelope page. You can click this button to check that you
have not missed any mandatory questions when completing your form.

Check mandatory questions answered

1. Qualification Response (questions: 7 )

1.1 Criminal Convictions - Mandatory Exclusions - Question Section
Note Note Details

1.1.1 | BIDDERS Your response will be rejected if you answer ™es" to any of the following questions.
GUIDAMCE
Regulation 23 (1) and (4) of Public Contracts (Scotland) Regulations 2012 sets out mandatory and discretionary grounds
relevant ta this section or serious misrepresentation in relation to the infarmation disclosed will result in your exclusion fi
awarded to you.

1.1.2 | Criminal Flease indicate ifthe organisation orits directors or any other personis) having powers of representation, decision or
Convictions

Clicking this button does not confirm whether you
have answered the questions correctly, just that you
have responded to all mandatory questions (marked

with a red asterisk).
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Submitting PQQs/ITTs responses

% Legal Aid Agency Click ‘Submit Response’ to submit your
response.

I‘" Back To List 11 main Page @ Logout ﬂ' Accessibility and Legend ¥

Welcome:
Time Zone: GMT + 0:00

Project : project_81 - Demo Project
ITT: itf_249 - Demo ITT
Closing Date: 27/02/2014 12:00:00

ITT Details

Settings Response Last Submitted On:

View ITT settings

Buyer Attachments @Expor‘ts‘lmpor‘t Response DDeIete response

Buyer Attachments: 1

[E]Printable View fHeIp for Suppliers

My Response

@ submit ResMnse
Status is: Response To Be Submitted To Buyer

My Response Summary

Messages 1. Qualification Response All questions answered
M Unresd Messages (1) Mo additional attachments
User Rights 2. Technical Response Missing pptional responses (2)
Manage User Rights No additional attachments

3 Commercial Response All quoted items completed

Total Price (excluding optional sections) 29,039
Mo additional attachments

Supplier Organisation Structure

[<]Manage Consortium
saaidiad on behalf of My COrganisation Only (Mo consortium)

Once you are satisfied with your response you
can then submit it.

[]Editresponse

jions - Question Section

Please note: You will not be able to submit your
response after the deadline has passed.
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Submitting PQQs/ITTs

@ Legal Aid Agency The system will then confirm if you have successfully
submitted your response. Please click ‘OK’.

Welcome:
Time Zone: GMT + 0:00

I‘" Back To List 11 main Page @ Logout ﬂ' Accessibility and Legend ¥

Project : project_81 - Demo Project
']

o= ]

Settings
View ITT settings

Response Last 5

The page at https.//legalaid-prep.bravosoluyon.co.uk says: %

@Exportf Import Re

Buyer Attachments
Buyer Attachments: 1
My Response You have successfully submitted your response to the buyag if you wish
Status is: Response To Be Submitted To Buyer =
you can update the response and submit your changes anytiyne before the
deadline.
Messages 1. Qualification |

P Unresd Messages (0)

User Rights 2. Technical Res
Manage User Rights
(excluding optional sections) 20,039

i Commercial F

Su pplier Org _

[<]Manage Consortium

% This bid is submitted on behalf of My Organisation Only (Mo consortium)

& View Response Index Only

w 1. Qualification Response (questions: 7 ) @Edit response

1.1 Criminal Convictions - Mandatory Exclusions - Question Section
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Submitting PQQs/ITTs

}"Back To List 1 Main Page @ Logout

ITT Details
Semnings
View ITT ssttings

Buyer Attachments
Buyer Attachments: 1

My Response
Status is: Responze Submitted To Euyer

Messages
¥ Unread MeXsages (0)

User Rights
Manage User Ri

Once submitted, the response window will
then update to show you when your response & [jEdit response

'l} Accessibility and Legend Welcome:
Time Zone: GMT + 0:00

Project : project_81 - Demo Project
ITT: itt_249 - Demo ITT

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On: 29/01/2014 12:52:05

@Expor‘t:‘lmpo Hesponse DDeIete response [S]Printable View 0 fHeIp for Suppliers Jb

My Resr onse Summary

1. GQfialification Response All guestions answered
Mo additional attachments
Technical Response Missing optional respanses (2)
Mo additional attachments
Commercial Response All quoted items completed Total Price (excluding optional sections) 29,039

Mo additional attachments

Supplier Organisation Structure

[£]Manage Consortium

* This bid is submitted on behalf of. My Qrganisation Only (No censortium)

was last submitted.

NOTE: The registered email address will also
receive confirmation that your response has

been submitted. You will not receive a further
email if you resubmit your response.

If you wish to amend your submitted response
prior to the deadline you can do so by clicking
on ‘Edit Response’, make the changes then
click ‘Keep changes’ and ‘Submit changes’ to
re-submit your response.
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Communicating with the team

% Legal Aid Agency

I+ Back To List 1t Main Page () Logout o Accessibility and Legend . Welcome.
Time Zone: GMT + 0:00

Project : project_81 - Demo Project

ITT Details
Closing Date: 27/02/2014 12:00:00

Settings Response [ ast Submitted On: 20/01/2014 12:52:05

View ITT zettings
Buyer Attachments @Expurt.-‘lmport Response DDelete response [E]Printable View 7 fHeIp for Suppliers

Buyer Attachments: 1
My Response My Response Summary

Status is: Response Submitted To Buyer 1. Qualification Response All questions answered

Mo additional attachments

Messages 2 Technical Response Missing pptinnal responses (2)

b Unread Messages (1) Mo additional attachments

\ 3 Commercial Response )

User Rights

Manage User Rights If you wish to communicate with the LAA

Supplie; ~ranisation Structure

eTendering team regarding the content of the PQQ

or ITT please ensure that you use the online secure
messaging tool. To view received messages, click

the ‘Unread Messages’ button within the PQQ/ITT.
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Communicating with the team

ﬁ? Legal Aid Agency This will then expand the

I« Back To List 1 Main Page (U Logout

message options, click
‘Received Messages’ to view

any messages you have been
¥ Accessibility and Legend o

Project : project_81 - Demo Project

Semtings
View ITT settings

Buyer Artachmenis
Buyer Attzchments: 1

My Response
Status is: Responze Submitted To Buyer

Messages
w Unread Mezzsages (1)

Create Mezsage

Closog Dater 3707120

Closing Date: 27/02/2014 12:50:00
Response Last Submi*’cd On: 20/01/2014 12:52:05

@Exportf Impeft Response DDelete response @]Printable View ' fHeIp for Suppliers

My Response Summary

All questions answered
Mo additional attachments

Cualification Response

2. Technical Response Missing optional responses (2)
Mo additional attachments
3. Commercial Response All quoted items completed

Mo additional attachments

Received Meszages

Sent Meszages

Supplier Organisation Structure

Draft Mezzages

Forwarded Meszages

% This bid is submitted on behalf of: My Organisation Only (Mo consortium)
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Communicating with the team

The messaging screen will show you all the messages that you have
received including the date/time they were issued and read.

% Legal Aid Agency

To read a message, move your mouse over the received message (it
will be highlighted) and then click.

l=Back ToList = 1% Main Page ™ Logout = ¥* Accessibility and Legend 7

_+
= Project : project_81 - Demo Project
e

Closing Date: 27/02/2014 12:00:00

Response Last Submitted On: 29/01/2014 12:52:0%
Messages
w Unread Messages (1)

Welcome:
Time Zone: GMT + 0:00

(EPrintable View ]

Create Message
B Recaived Messages _l, SearchiFilter EﬂLCreate
Sent Messages

' [Export List to Excel I_'I Messages Report [S]Print

Draft Messages

1 Legal Aid Agency 29/01/2014 13:09 Demo Message

e _
User Rights

Mznage User Rights

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~
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Communicating with the team

%ﬁ Legal Aid Agency

}" Back To List 1 main Page O Logout 'ﬂ' Accessibility and Legend Welcome:

Time Zone GMT + 0:00
Project : project_81 - Demo Project
Closing Date: 272720

Messages
w Unread Messages (0)

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On: 29/01/2014 12:52:05

Q]Print&ble View 7 -'Helpfor Suppliers

Create Message
B Received Messages [4=Back DREDI

Sent Messages

L’_:gForward @Print

Draft Mezzsages

Forwarded Messsages Date 2901/2014 13:09

Sent by Legal Aid Agen
User Rights . g geney

Manzage User Rights ubject Demo Message

his is a demo message.

This will display the message, to reply click the
‘Reply’ button
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Communicating with the team

. Edit your message content then click the ‘Send
@9 Legal Aid Agency Message’ button

Note you can also attach files to this message if

¥ Accessibility and Legend required.

) Logout

Project : project_81 - Demo Project
ITT: itt 249 - Demo ITT
Closing Date: 27/02/2014 12:00:00

Response Last Submitted On: 29/01/2014 12:52:05

ESave As Draft [~ Send message xtﬁancel

Date 29/01/2014 13:09

Sentby Ledgal Aid Agency

Subject |[Re: Demo Message

Message received This is a demo message.

My Message |[Thiszis my reply)
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Communicating with the team

@ Legal Aid Agency

}" Back To List 11 Main Page O Logout 'ﬂ' Accessibility and Legend &' Welcome:
Time Zone: GMT + 0:00

Project : project_81 - Demo Project

Cloing bate: 707201

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On: 29/01/2014 12:52:05
Messages : ; -
w Unread Messages (0) @Pnntable View 7 Jb
Create Message
Received Messages 4, SearchiFilter Eb[Create @Exporl List to Excel |_-| Messages Report @Print
Draft Messages
o Meesaae 1 |Legal Aid Agency 20/01/2014 13:27 Re: Demo Message 0 0
e \ _
User Rights
Mznage User Rights
“Top

~ COPYRIGHT 2000 - 2014 BRAVOSOLUTION ~

You can now see the messages you have sent to the
LAA eTendering team by clicking ‘Sent Messages'.
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Communicating with the team

@9 Legal Aid Agency

|« Back To List 11 Wain Page O Logout

ITT Details

I

Messages
w Unread Messages (0)

Cresate Message

B Received Messages

Sent Mezsages

Draft Messages

Forwarded Messages

User Rights
Manzge User Rights

o Accessibility and Legend i Welcorme:
Tirme Zone: GMT + 0:00

Project : project_81 - Demo Project
ITT: itt_249 - Demo ITT

Closing Date: 27/02/2014 12:00:00
Response Last Submitted On: 29/01/2014 12:52:05

(E)Printable View 7

_l, Search/Filter E.Q[Create @Exporl List to Excel |_-| Messages Report @]Print

Sender Date Subject Opened by Me Opened Replied
28/01/2014 1309 Demo Message 28/01/2014 1324 28/01/2014 1324 29/01/2014 1327

Legal Aid Agency

T 2000 - 2014 BRAVOSOLUTION ~

Note your Received Message is now marked
as having been read and replied to.
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Communicating with the team

If you wish to send the LAA eTendering team

@9 Legal Aid Agency a new message, please click on ‘Create
Message’.

Welcome:

|« Back To List 1 Main Page O Logout o Accessibility and Legend o
Tirme Zone: GMT + 0:00

Project : project 81 - Demo Project
ITT: %249 - Demo ITT

ITT Details

ES&UE As Draft [ESend message %Cancel

Messages

w Unread Messages (0,
B Received Messages
Sent Messages Subject | |
Draft Messages

{

Forwarded Messages Messa ge

User Rights
Manzge User Rights

A new page will open where you can edit your message content, then
click the ‘Send message’ button.
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Finally...

*  Ensure that you read the Information For Applicants document before beginning the tender process.

« Don’tleave your response until the last minute — if you have problems you may not be able to resolve them
before the deadline for responses.

e Always use the secure messaging tool for communicating with the LAA regarding the Information for
Applications document, PQQ or ITT.

*  Only upload attachments when requested.

*  Please treat your username and password securely — if you lose or forget your password there is a link on the
portal homepage where it can be emailed to the registered email address.

Consistently SAVE your work — security protocols will automatically “time-out” after 15 minutes of inactivity
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Further information and guidance

*  For further information or assistance please refer to the online help function and any
guides/documents provided.

* Please note any deadlines for questions/clarifications and try not to wait until the last days prior
to any deadlines.

* For details on how to get technical support please see the ‘Technical Support and Guidance’ link
on the login page at: https://legalaid.bravosolution.co.uk
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