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HPVITS2018-115 

PATHOLOGY EQUIPMENT AND 

ASSOCIATED CONSUMABLES

HPV Procurement 
Portal

The Process of Responding to the online ITS

• Registration on the HPV Procurement Portal

• How to access RFQ’s

• Buyer attachments

• Format of the RFQ

o Different envelopes

o Types of questions

• How to send a message

• How to respond & submit

• Help available

• Tips for responding

• Any questions?
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HPV Procurement Portal

https://www.hpv.org.au 



20/03/2018

2

HPV Website ‘Single Sign On’

• Single Sign On was effective 11 May 2016

• Allow suppliers to login via www.hpv.org.au and have their credentials 
automatically recognised for other systems they may access such as the 
HPV Procurement Portal (e-sourcing)

• You will only need to login via the HPV website

What do you need to do?

• Check your registration works (or register if you haven’t already done so)

• Expect an email from isoperations@hpv.org.au with a link to update your 
new password for registration if you haven’t registered on the HPV Website 
before

• Contact HPV for assistance if you are experiencing any difficulties
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Go to https://www.hpv.org.au and 
click Register
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To create your account 
click on the ‘Supplier’ link

Type in your organisation 
specific email
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Fill in the 
registration form
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Type in a password
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You are now signed in to the 
HPV Website
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You can now access the HPV 
Procurement Portal from the 
Quicklinks menu on your 
dashboard when you are signed in.
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When you click on the HPV 
Procurement Portal link, you will be 
redirected to your Dashboard.
You can edit your personal profile
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If you are the Super User 
you will receive all system 
alerts. You can change or 
add email addresses 
using ; to separate
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Update your organisation details if 
your organisation has not been 
registered on the HPV 
Procurement Portal before.
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To update your details, click on the 
Title hyperlink
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To create your account click 
on the ‘Supplier’ link
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Click Edit and complete the 
simple registration form with 
your organisation details, 
making sure all mandatory 
fields are populated
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Next you will have to set up 
your organisation’s 
categories.
Click on My Categories
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Click on Add Category
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Select the categories you 
provide from the list.  Use 
the search facility if required

Search results are highlighted 
in yellow. Select the relevant 
boxes and click Confirm 
Current Selection.

You will now receive an email 
when HPV engages in a 
relevant activity.
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When you enter the system you will 
land on a dashboard.
Click on the ‘RFQ’ line within the ‘RFx 
Open to All Suppliers’ Portlet
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To find the tender that 
you wish to express 
interest in, select ‘RFQs 
Open to All Suppliers’

Select the tender you would like 
to express interest in from the list
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Review the overview 
information and take note of 
the deadline date and time.
Click on ‘Express Interest’. 
This is the only way to 
access the event.
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To populate the 
content of your tender 
response, click on 
‘Create Response’
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Will advise you that you 
haven’t submitted yet.

You can submit as many times as 
you like. The latest submission will 
overwrite previous submissions.

Click on ‘Edit Response’

The tender questions are divided into 
three sections. A summary of remaining 
mandatory questions is summarised at 
section level.   
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The response will be 
made up of various 
question types:
- Yes / No
- Text
- Numeric
- Options List
- Multiple Choice
- Date
- Attachment

Make sure you save regularly. 
If you are inactive on the site 
for more than 15 minutes you 
will need to sign in again and 
any unsaved data will be lost.
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Questions for HPV?
If you need to send a 
clarification question to 
HPV use the secure 
messaging function

When you reply to a message in 
the ‘Received Messages’ 
section, the message will 
automatically be moved to the 
‘Sent Messages’ folder.
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You’ll be unable to submit a response 
if there are any mandatory fields 
outstanding

Ignore the Total Price field if the 
response is an attached spreadsheet

VERY IMPORTANT!
When you have finished populating 
your tender response, make sure that 
click on ‘Submit Response’ to publish 
your response to HPV

Health Purchasing Victoria |  Working with Victoria’s health sector to achieve best-value supply chain outcomes

Technical support enquiries 
can be directed to the Bravo 
helpdesk
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Tips for Responding

• Make sure that you read and digest all documentation thoroughly and make note of 

key actions and deadlines 

• Utilise the appropriate people within your organisation

• Answer every question, including bullet points

• Do not assume your company is known or well known by the evaluators − instead; 

provide all requested information

• Do not use acronyms or abbreviations

• Do not cross-refer to other questions or answers in your responses

• Remember to save regularly

• Unanswered mandatory questions will prevent your response from uploading.
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Tips for Responding

• If you have a slow internet connection and the size of the response is in 

excess of 10mb, your session could time out while trying to upload the 

response

• Try to submit your response on the day before closing, this will give you time to 

address any issues that might be stopping your submission from uploading, 

e.g. Unanswered mandatory questions or file sizes larger than 10mb. Don’t 

leave it till the last minute to submit your response – leave plenty of time.

• Resubmit as many times as you like, only the latest version will be visible to 

HPV. Note: Multiples users can work on the submission. However, when 

submitting, only one user should be logged on to ensure the latest data 

is submitted and to avoid a concurrency error.  

• Use the secure messaging to communicate with the HPV and seek 

clarifications

• Call the BravoSolution helpdesk for technical guidance, tel (02) 8072 0644
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