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The Process of Responding to the online ITQ

e Registration on the HPV Procurement Portal
e Howtoaccess ITQ’s
e Buyer attachments

 Format of the ITQ
. Different envelopes HPV Procurement Portal

 Types of questions
 How to send a message
 How to respond & submit
 Help available
» Tips for responding
* Any gquestions?

https://www.hpv.org.au
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HPV website ‘Single Sign On’

* Single Sign On
* 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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http://www.hpv.org.au/
mailto:isoperations@hpv.org.au

Go to https://www.hpv.org.au and

click Register

Home  About HPV Careers & Training ContactUs  Outlook Web Access Signin (@ Register @'

Tenders & Contracts Useful Tools News Centre

0)

HEALTH PURCHASING VICTORIA
R T S,

Collaborating with our health sector

Latest News " k Quicklinks
Most recent posts —
‘

Recalinet Healthcare

Reference Group nominations -
having a say in...

LTH PURCHASING VICTORIA
& months ago e Upcoming Tenders (Sourcing
o008 Events)

HPV Chief Executive wins
Leadership Award

e e Who is Health Purchasing Victoria?

HPV was established in 2001 to improve the
z collective purchasing power of Victorian
2015'1_5 Confirmed Annual hospitals and health services. HPV helps
Sourcing program public health care services deliver high quality
9 months ago patient care by ensuring they have a reliable
and agile supply chain. We manage more than
40 contract categories covering clinical,
View All News Updates > indirect materials and services and equipment
streams.
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https://www.hpv.org.au/

= - Search here... Search Docum...~ n Sign in @ Register i* Menu =

o

Home » Register

Register

Welcome to Health Purchasing Victora's website - to register for an account to access targeted content, please register as a
supplier or health senvice below.

Please note that accounts are provided to:

+ Contracted suppliers cumently supplying goods or senvices for a HPV contract
+ Prospective suppliers interested in supplying HPV contracts in the future
+ Cument health service employees accessing HPY contracts

If your organisation already has an account registered with HPV, your registration ferm will auto-fill with provided details and your
request for access will be automatically forwarded to the "superuser’ within your crganisation responsible for approving access to
HPV's website. If we don’t have your details in the system, your request will be issued to HPV directly for authorisation.

Mote that HPV's website is now the sign on point for access fo other systems including HPV Procurement Portal (for
suppliers and health services) and the Victorian Product Catalogue System (for health services only).

Supplier Health Service

To create your account click
on the ‘Supplier’ link
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‘_ Searc 2re i i i 2+ .
e e Search here Search Docum...¥ n Sign in @ Register m Menu =
A SR Y S R

Home > Register as a Supplier
Register

Email irequired)

Flease use an organisation specific email, or contact HPV.

Type in your organisation
specific email
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Home ' Regisierasa Supplier

Register

Search Docl.m...'n Sign in i@

Email

SarahD@freedomfoods. com.au

' Your email address has been accepted.
Flease fill out the rest of the form to complete registration.

Your Details

First Name jrecuies)

Surmame jrecuie)

ABN or ACN  jrecuies)

ABN Entity Name

‘Company or Corporation Trading Mame

Phone o)

Fill in the registration form |

Register @

Menu =
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Signinf@ Register @ Menu =

M. Search here Search Docum... » n
FLETCTTTTAET
1

Home > Register » Registration Compleie

Register

Registration Complete

Thank you for registering for a supplier account on HPV's website. Your registration has been received and you will
shortly receive an auto-confirmation allowing you to update your password and access supplier content on the website

and the HPV Procurement Portal.

Subscribe to receive the HPV newsletter > Your email address
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mﬁ Search here... SearchDocum...-n Signinf@ Registeri i Menu=

Home » Change your password

Change your password

Change your password

Please enter a new password.

MNew Password jrzquired)

* The password must have no spaces and have at least 6 characters, a mixture of alphanumeric, upper and lower case lefters and special
characters e.g. 75

¥ I've read and accept the terms and conditions

CHANGE PASSWORD

Type in a password

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



H Search here Search Docum.... = n Sarah Dooley (Sign out) Menu =
T —————

Home > Change your password

Change your password

Your password has been updated.

Subscribe to receive the HPV newsletter Your email address

You are now signed in to the
HPV Website
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Home About HPV Careers & Training Contact Us My Documents Qutlook Web Access Self-assessment Tool

Sign out fg
Tenders & Contracts Useful Tools News Centre

—
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HEALTH PURCHASING VICTORIA
L}

Latest News k Quicklinks
‘Most recent posts T ¢
Reference Group nominations - A KPR TEIIRTINE T
having a say in...
ASING VI
§ e oo M Upcoming Tenders (Sourcing
N . o i Events)
HPV Chief Executive wins . ) | ' p

Leadership Award

You can now access the HPV
Procurement Portal from the
Quicklinks menu on the home page
when you are signed in

HPV Procurement Portal
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15:43 AET - Ausiralian Eastern Time

Welcome Sarah Dooley !

HEALTH PURCHASING VICTORIA, HPV Procurement Portal
|
n Main Dashboard g <
(%}
77 RFx Open to All Suppliers - 7 My RFls with Pending = = Quick Links =
Responses
ﬂl Currently Open  Next Closing Date - Standard Links
RFI 0 . (i) Mo RFls to display Organisation Profile
RFQ 0 Published Opportunities
28 &7 My RFQs with Pending = My Buciione
New Messages (last 30 = Responses My RFls
days)
My RFQs
(i) NoRFQs to display
(i) No Unread Messages My Contracts

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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* User: Sandra Ireland
Role: Super User (with some Redefined Rights)

Division: Division

User Details

If you are the Super User

s.ireland@hpv.org.au

* Telephone Number 03 9947 3724 you Wi II receive a” SyStem
The Mobile phone number must start with '+ and contain digits 510409050188 al e rtS . YO u Can C h an g e O r

from0to 9

Lr-nin 8 max 15) with no spaces. The first number can not be add e mai I ad d resses

Division Name Division u S i n g ; to S e p arate
Department -

Role Name Super User

% Choose your Username and check it is not already in use s.ireland@hpv.org.au;sales@npv.org.aul
* Preferred Language English (UK)

* Time Zone (GMT +10.00) Sydney, Canberra, Melbourne ICI
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D Dashboard

T

Bl  Projects
=1 My Organisation I Organisation Profile y  Registration Data
My Categories Basic Profile
2%s  User Management
i Extended Profile

Status Summary

Update your organisation details if
your organisation has not been
registered on the HPV
Procurement Portal before.
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15:53 AET - Ausiralian Eastern Time

HEALTH PURCHASING VICTORIA HPV Procurement Portal
- - |

#) | Registration Data [ECEECEJEHICEN Extended Profile

Status Summary

£
n Supplier Data Status
I Title Document Expiry Date (First to Expire)
Mandatory Optional
Company_Information |T‘ '_9% _|
® Total 1

Welcome Sarah Dooley !

Last Modified Date Order of Presentation =«

Page 1 of 1

Title hyperlink

To update your details, click on the

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



HERLTH FURCHASING VICTORL
I

* Basic Profile Form: Company_Information

Registration

Company Details

Click Edit and complete the
simple registration form with
your organisation details,
making sure all mandatory
fields are populated

HPV Procurement Portal

Please provide detalls about te Company Cperations

Organisation Trading Name

Campany Details

Campany Detalls

Carmpany Detaiks

Campany Detaiks

Campany Detaiks

Campany Details

Company Detail

Campany Details

Campany Dataite

Campany Detaiis

« Enter your Organizaliarfs Trading Name
Charachers svellabie 2000

& Please provide the erganisatian's postal address |
Cheraciers svelabie 2000

Please provide your organisation's head office address
Cheraciers aimlanie 2000

u Please indicate whethe your arganisation agerates on a mudtinational kevel? v

15 your arganisation a Manutactures, Distdbutar o bath? Eg;‘m'“

= Please selact the oplion that best describes the corporaie structure of the tendering entity. w

If your organisation it 3 company, what is e arganisation’s date af Incomaration? sammAYYY =

11 your crganisation is a comgrany, what is the arganisation's place of Incomorasian? !
Chareciers avalable 2000

= Please state number of years since the entity | i e
& Pleaze stats number of years singe currant awnerzhip commanced daing buginess )
n Please state e number of Full Time Equivalént {FTE} employess your organisation employs? ,'ja

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

Weleame Diana Test !

N
‘ $avs & Contint ’xt‘.ml
¥

¥

¥

Mg



16:00 AET - Austrafian Eastern Time

Welcome Sarah Dooley !
HEALTH PURCHASING VICTORIA, HPV Procurement Portal
|

2 Dashboard

il Projects

My Organisation Organisation Profile

My Categaries

&8s  User Management

Next you will have to set up
your organisation’s
categories.

Click on My Categories
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16:00 AET - Ausiralian Eastern Time

Welcome Sarah Dooley !
HEALTH PURCHASING VICTORIA, HPV Procurement Portal
- - |

o= Add Category J) wee

Select a Fifer ¥

(i) NoCategories to display

Click on Add Category
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16:04 AET - Australian Eastern Time

HEALTH PURCHASING VICTORIA
e i SN A o

pr

HPV Procurement Portal

Select the categories you

the search facility if required

ovide from the list. Use

Tree Navigation

Free Text Search

o] Deselect All

- o Categories (selected items: 0)

]

3

]

]

]

Confirm Current Selection ¥ Cancal

| Display Selected Only 1 Expand All % Collapse All

u-"?"&. 10000000 - Live Plant and Animal Material and Accessories and Supplies

[ @ 11000000 - Mineral and Textile and Inedible Plant and Animal Materials

:TE& 12000000 - Chemicals including Bio Chemicals and Gas Materials

] 9 13000000 - Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials
u-"?"&. 14000000 - Paper Materials and Products

o= 15000000 - Fuels and Fuel Additives and Lubricants and Anti corrosive Materials
[} 0 22000000 - Building and Construction Machinery and Accessories

(] 9 23000000 - Industrial Manufacturing and Processing Machinery and Accessories

&oe 24000000 - Material Handling and Conditioning and Storage Machinery and their Accessories ary

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

You will now receive an email

:T"ﬁ 25000000 - Commercial and Military and Private Viehicles and their Accessories and Componen
-

]
a]
oy 26000000 - Power Generation and Distribution Machinery and Accessories

"EE. 27000000 - Tools and General Machinery

[u

when HPV engages in a
relevant activity.

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




Welcome Diana Test !
TR TR T HPV Procurement Portal
A A i Y|

n Main Dashboard o)

=
(2
77| RFx Open to All Suppliers = T My RFls with Pending Responses = Quick Links =
' Currently Open Next Closing Date ~ Standard Links
() Mo RFls to display
RFl i 221032016 14:00 Organisation Profile
-l
23/03/2016 14:00 Published Opporiunities
= My RFQs with Pending Responses =
& My RFls
4 New M es (last 30 days = . Buyer RFQ Closing  Response
essages ( ¥S) RFQ Title s bl et My RFQs
E Tender My Contracts
m Mo Unread Messages: Briciing - i
[®  Surgical HPY 14032018 Response
Gloves Test i Prepared
ITS
~ COPYRIGHT 2000 - 2018 BRAVOSOLUTION ~ *Top

land on a dashboard.
Click on the ‘RFQ’ line within the ‘RFx
Open to All Suppliers’ Portlet

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



HEALTH PURCHASING VICTORIA HPV Procurement Portal
B T T e TV P SR R

To find the tender that n S

you wish to express =

interest in, select ‘RFQS RFx Open to All Suppliers £
Open to All Suppliers’ @ Curtenty Open Next Closng D

221032016 14:00

BEl 1
Gﬂ 3 > 23/03/2016 14:00
e

New Messages (last 30 days) =

0] Mo Unread Messages

Welcome Diana Test !
HEALTH PURCHASING VICTORTR HPV Procurement Portal
[ e R

Select the tender you would like
RFQs Open o Al Suppiers to express interest in from the list

£ e
ﬂ Select a Filter ¥
RFQ Code RFQ) Title Project Code RF(Q Status Time limit for Expressing Interest » Buyer Organization
ﬁ] rg_59 HPVITS2016-109 Workplace Supplies tender_87 i Running 23032016 14:00 HPY
m 2 g 48 HPVITS2015- utomated Bloed Culture and Mycobacterium Culture Equipment and Consumables fender_85 i Running 24/03/2016 12:00 HPY
3 rig_86 HPVITS2016-124 Hand Hygiene, Disinfectants and Chemical Products tender_113 w1 Running 30/03/2016 14:00 HPY

Total 3 |20 ~| Page1of1

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



HEALTH PURCHASING VICTORLA
T TN

HPV Procurement Portal

* RFQ: rfq_59 - HPVITS2016-109 Workplace Supplies

Preject: tendar_87 - HPVITS2018-109 Warkplace Suppliss

Cliosing Date: 23032016 14:00:00

Response Status

Welcame Diana Test !

Respones Status
Mo Respensa Prepared

Overview

RF@ Code
iy 59

Detalled Deecription
Pravisicn of affice supplies,

and cleani i

Reapones Curmency
A

Buysr Organization
HPY

Date & Time Information

HPAITS 2016100 Wirkplace Supglies

Type of Supplier Accasa
RF() Open bo All Supgbers

Options for Viewing Responsas

Sealed (pacallal cpsning)

Closing - Date
2302018 140000

Awarding Strategy

End Date for Buyer Replles to Measapes - Date

Suppller Reaponss Ranking
Best Technical Score

Review the overview

iInformation and take note of
the deadline date and time.
Click on ‘Express Interest’.
This is the only way to

access the event.

Mumber of Hours before Closing Time to block Expressions of Interest

Health Pur@®asing Victoria | Working with Victoria’s health sector to achieve best-value supply chain outcomes
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e HPV Procurement Portal
b= Back o List a—
* RFQ: rfq_95 - Tender Briefing - Surgical Gloves Test [TS il Runeieg

Prejec: tender_133 - Terdar Biisfing - Surgcal Gioves Tast TS

Claging Daba: 14032016 14:00:00

Last Omn: - ot

et

Weming: You have 1 unread Buyer Altschment(s). Please click here to read the file(s] before submitting your response. TO pOpUIate the

RFQ Detalls

Setings  Buyer Aachmenis (1)

+ Viaw Reaganse ndex Only

Messages (Unead 1)

T — response, click on

content of your tender

Creale Reapones

‘Create Response’

« 1. Qualification Response (questions: 120}

= 11 1. READ ME FIRST - SUPPLIER S TIPS FOR COMPLETING YOUR RESPOM 3E - Quastion Section

114

112

113

114

LRF

118

1137

118

Hata

g
|
§

FEFRE BV

Fiote Delails

Plasse st that we have uploaded aitachmants in fhe wehical amveiope.

Comgranivs must downksad hess documents and sonsider e details baleee they compless theit respatiae

USE THE ONLINE HELP FOR RESPOMDENTS' FUNCTION - This coniart is designied s expiain the sSaureing ptafform in bUsiness teeme, allawing you 1o quickly uhdaresand the fisatures and banedis of e eoftware.

SAVE REGULARLY - Far security rasscns yaur access b the porsa| wil time out @inactive for 15 minuses if you do net dick "ssve” within this Sme_ Failre i do so means you sk losing your work. This is s mainkain seeurity and tsnder imagrity and cannct be changed. NOTE: typing does not mean you are active on the
portalt

Plasse ansie tha pop Upa' are NOT blecked on yous beowser, Shoud yau bie inacie for 15 mirutes, e perial wil natity you theeogh a ep up! 1 it St thal pou am abke o e this in ceder b cick the Refrash’ Bk in this op u fram the per any d

DO NOT leave yiir reapanse unkl e kst minutahours before the deadline (if you experience connection peoblenes yoi wil miss Sie deadive Aways Lk genanie infarmation sarly b ayeid kst mirute Sme pressure).
Please SUBMIT your RESPONSE when completsd. This wil subimit your resporess to the buyer. FAILURE TO DO THIS WILL RESULT IN ¥OUR BID NOT BEING YISIBLE TO THE BUYER. The SUBMIT RESPONSE' bution can be faund & the iop cenire of the screen.
1 thve Baiyer irictins: sty changes o ihe setings and quastions aea of a BveiLnning lender, subpliens MUST ra-publish their responss - Sis i 6 ensire hat changes are brought 1 your SSenfor - you My receive 3 messags prompt Fom the Buyer - ganerlly (Hs wil net mean re-anedng infmation.

Wil ths pral alkaws Tor g individal ttachment sizes (ax SOME a3 lime), we rcontinend iat you keap attachments 1o 8 iz (BML) fo & spead of sccass. Only attach docurnents i (he Buayer has regussted and make sune hat o atiach tham in the cormect ara.
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. ——
HPV Procurement Portal

i

M e s Tencer e -sues s e s | N @dvise you that you -
E@I:m haven't submitted yet.
WVaming: You have 1 unread Buyer Altschment(s). Please click here fo read the fle(s) before submitting your regponze.
Sy You can submit as many times as
you like. The latest submission will | (=)
e — overwrite previous submissions. —

¥ Viaw Fiespanse index Only

e~ |Click on ‘Edit Response’ |

= 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RE $POMNE - Question Section

Nofa Hale Detalia

that we haue I fhe technicsl & peope.
111 Reqirmment Atiachment

The tender questions are divided into hlf;’:i“:::::;ﬁl’i”@.mmmw_mmmmmm
three sections. A summary of remaining

mandatory questions is summarised at
section level.

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



Make sure you save

GRS, PV Procursnert Pot regularly. If you are inactive el
on the site for more than 15
* RFQ: rfg_95 - Tender Briefing - Surgical Gloves Test ITS mlnutes you Wl” need to = Runring
Project tender_133 - Tender Brisfing - Surgical Gloves Test TS . . .
L sign in again and any

Response Last Submitted On: - Mot Submitted Yet

unsaved data will be lost.

Edii Mode

_
mo and Retum ESauuaadeDnzl

[ Validate Response

2. Technical Rezponge {questions: 34 )

e The response will be o
T s meomsenes| INAAE UP Of Various 3

212ty Margemen resesnsermsneences| UG STION tYPES: + ikt s

213 Quality Management Please state the expiry date of your cerificate fg _ YES / NO ddmmdyyyy m

214 Quakity Management If your organtsation does not have a certiied Qu = Text Siry E 3
- Chamcters svailsblz 2000 )
Numeric w:"

- Options List

- Multiple Choice
- Date

- Attachment

Health Pur@®asing Victoria | Working with Victoria’s health sector to achieve best-value supply chain outcomes



hm» HPV Procurement Porta Questions for HPV? wetone naes )
If you need to send a

* RFQ: rig_95 - Tender Briefing - Surgical Gloves Test ITS C|arlflca'[I0n queStlon tO i Runaing
o s T HPV use the secure
ot messaging function
[Jcaveas Dt || 3¢ Gancel
Message
& Attachments
Atftachment Name Attachment Description Comments
© M 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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Welcome Diana Test !

HEALTH FURCHASING YICTORIA HPV Procurement Portal
M k- Backto List
= RFQ: rig_95 - Tender Briefing - Surgical Gloves Test [TS ik Running

Project tender_132 - Tender Briefing - Surgical Gloves Test TS
Closing Date: 14/03/2016 14:00:00
Response Last Submitted On: Mot Submitted Vet

RFQ Details Messages (Unread 0)

Setfings  Buyer Attschments (1) | My Response  User Rights

My Response Summary

You'll be unable to submit a response
if there are any mandatory fields
outstanding

ZlE: Qusiification Response

Z Technical Response

i Commercial Response

+
% View Response index Only

Missing mandstory responses (87)

Ignore the Total Price field for this ITQ |
— C i |

VERY IMPORTANT!

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

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



Home Contact Us

Contact Us

Contact Us

HPV location

Location and postal Address: 2 Lonsdale 5t (Cnr Spring St)

Level 34 Casselden Place, Melbourne, VIC 3000 Technlcal Support enquwles
can be directed to the Bravo
General Contacts he|pdesk

HPV reception/general queries
Tel: (03) 9947 3700
Email: feedback@hpv.zendesk.com

Email: contracts@hpv.zendesk.com

HPVY website queries
Email: webgene :

Bravo Procurement Portal helpdesk
help_au@bravosolution.com or (02) 8072 0644

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



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.

Health Pur@®asing Victoria | Working with Victoria’s health sector to achieve best-value supply chain outcomes



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: Multiple 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

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



Questions

HEALTH PURCHASING VICTORIA
.

Level 34
Casselden Place
2 Lonsdale Street
Melbourne 3000

T. 03 9947 3700
F: 039947 3701

All enquires via the HPV Procurement

Portal — Messages tab
www.hpv.org.au
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