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Infroduction

Learner Guidance

This step-by-step guide has been designed to help provide you with the confidence
and system skills required to fulfil your role.

Objectives
After completing this exercise workbook, you will be able to:

Respond to a Questionnaire
Note

Please remember that every effort has been taken to make the service and training
documents as accurate and up to date as possible, but software, hardware and their
related information do change, therefore the documents are living documents, and
will be subject to updates over time to match system changes.

Remember to always check for any current releases of software, such as patches or
new versions.

The images within these training documents may differ slightly from the actual
Oracle screens used as it is possible to save custom searches and amend page
layouts (adding, removing, reordering columns of data).

Please also note that where screen shots show the word “Negotiation”, users will see
the word “Tender” in their Oracle screens..
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Responding to a Questionnaire

Infroduction

The Bank will send questionnaires to suppliers for them to actively respond. The
requested response will depend upon the nature of the questionnaire.

Responses may need to be submitted to the Bank with all information included. The
response may include requests for information and may require the addition of
supplementary information.

Steps

Action

1. | From the Home page, select the Supplier Portal tab.

Bank of England

Good afternoon, Tony Fargus

Supplier Portal Tools Others

_|_

Supplier Portal

Things to Finish

2. | Under Things to Finish, you will see
tiles containing information. You will Yesterday
receive a notification when invited to
respond to a questionnaire.

FYl

You Are Invited to
Select the Notification hyperlink. Respond to
Questionnaire
Supplier...

Glen Bambrick
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Step

Action

The invitation iS Shown . You Are Invited to Respond to Questionnaire Supplier Developments (IN1000042 [ ou |

Respond to Supplier Questionnaire

SeleCt the Respond tO Supplier Developments
Questionnaire hyperlink.

Bask of England

The questionnaire is displayed.

E Respond to Questionnaire: Supplier Developments - Supplier Portal - Oracle Fusion Cloud Applications - Google Chrome — (] »

23 fa-eoff-dev23-saasfaukgovprod1.fa.ocs.oradecloud.com/fscmU|/faces/FndOverview?fnd=%252FWEB-INF%252F oracle%252Fapps%252Fprc%252Fpoqg...

Bank of England AR ® «
Respond to Questionnaire: Supplier Developments @ [ save | save and ciose | submit | cancel |

Time Zone Greenwich Mean Time

&

4 Questionnaire

Title Supplier Developments Supplier Abacus Training Limited Status Draft
Procurement BU  Bank of England BU Supplier Site  Main Due Date  06-Jun-2025 00:00
Requested By Glen Bambrick Responder Tony Fargus

Attachments MNone
Questions Progress Section 1. Targetting Supplier Development v
Targetting Supplier Development

* 1. You are required fo confirm who has ownership of the base materials.
% Who is the owner
(Prefemed Response: Bank of England)
() a. Bank of England
() b. Supplier

() c. Jaint

Comments

* 2 Does your company have a Business Continuity plan in place?
() aes

() b.No
*3. Can you confirm that you have an active Business indemnity insurance policy in place,
¢ Business Indemnity Insurance
() aYes
() b.Ne

c. Application in Progress »|

Note: On the right-hand side of the page, there is a section indicator and some
navigational buttons on either side. Navigate between sections by selecting the
arrows either side of the field.

Alternatively, you can use the drop-down menu to select a section.
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Action

arrows or select a section from the
drop-down.

5. | Navigate between sections using the I I| e Dmmpmentvi I

6. | The requirement is shown. A hint alongside a light bulb icon may also be
visible. Some questions may list a preferred response. Select your response
to each question.

Note that some questions provide you with the ability to add additional
comments to support the response. Comments can be entered into the
Comments box below the responses.

Respond to Questionnaire: Supplier Developments & [ save | sove ana ciose | suom |

Time Zone Greenwich Mean Time

4 Questionnaire

Title Supplier Developments Supplier Abacus Training Limited Status Draft
Procurement BU Bank of England BU Supplier Site  Main Due Date  06-Jun-2025 00:00
Requested By Glen Bambrick Responder Tony Fargus Attachments None
Questions Progress Section 1_Targetting Supplier Development v

Targetting Supplier Development

* 1. You are required to confirm who has ewnership of the base materials
% Who is the owner
(Prefemred Response: Bank of England)
(7) a Bank of England

() b Supplier

() e Joint

Comments

* 2. Does your company have a Business Continuity plan in place?
() aYes

() b-He

* 3. Gan you confirm that you have an active Business indemnity insurance policy in place
+ Business Indemnity Insurance

() aves

() b.HNo

. Application in Progress -

Note: Some questions may open additional requirements depending on the
response selected.
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Step Action

7. | Continue to enter responses to the questions.
In this example, option a. Yes is selected to question 2.

Respond to Questionnaire: Supplier Developments @

4 Questionnaire

Questions

Progress ection 1. Targetting Suppler Development v
Targetting Supplier Development

Doss your company have a Business Continuity plan in place?

8. The SeleCtion Of the Yes response * 2. Does your company have a Business Continuity plan in place?
provides a mandatory requirement to ® 2 ves
attach information " Response Attachments fone o
() b.No

9. | Select the Manage Attachments
icon.

10.| The Attachments page is displayed.

Attachments x
Actions w \iew v
Type * File Name or URL Title Description Attached By Attached Date
Mo data to display.
Columns Hidden 1
oK g
11.| Select the Add icon.
12.| The Attachments window is displayed.
Attachments X
Actions v View v + X
Type * File Name or URL Title Description Attached By Attached Date
lI Mo file chosen | | Tony Fargus 12-May-2025 17:18
FRows Selected 1 Columns Hidden 1
o] goee
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Step Action
13.| Select the Type drop-down and
select File.
Note: To add a file, you will need to include the location from your computer.
You can also include URL or free text comments.
14.| Review the attachment and confirm it is correct.
Attachments b 4
Actions »  Wiew v + X
Type * File Name or URL Title Description Attached By Attached Date
Supplier Portal sample.doc: | Updale| Supplier Portal sa"nnle.do| | Tomy Fangus 12-May-2025 17:18
Rows Selected 1 Columns Hidden 1
[=]=—
15.| Select OK.
16 The attaChment haS been added- * 2. Does your company have a Business Continuity plan in place?
(@) a.'fes
I * Response Attachments Supplier Portal.doc 4 I
() b.No
17.| Continue to complete your responses. You may also need to select the

scrollbar on the right-hand side of the page. This will allow you to review all
questions in the section.

Respond to Questionnaire: Supplier Developments @

Procurement tBU  Bank of England BU Supplier Site  Main Due Date  06-Jun-2025 00:00

Requested By Glen Bambrick Responder Tony Fargus

Questions Progress Section 1. Targetting Supplier Development v
Targetting Supplier Development

1. You a

mwho has ovnership of he base materials

*2. Does your company have a Business Continuity plan in placs?
® aves
* Response Attachments Supplier Portal doc 4+

nce policy in place,

Supplier Responses

Responding to a Questionnaire

Page 6



Bank of England

Action
Note: Some requirements may require additional responses to be included. An
example is shown below.
18.| Selecting response a. UK to question 4 results in an additional response being
required about VAT registration.
* 4. Confirm the Gountry of Registration. EU Zone is covered by EU
+ Registration country
.:E:- a UK
(Obus
() e EU
* 4.a.1. We are confirming the VAT registration of all existing and potential suppliers before we engage with them.
It is important for vou to confirm your VAT Registration status and provide evidence of such with a copy of your registration certificate.
. Confirm VAT Siatus
(@) a. VAT Registered
Response Attachments Mone o
.:::::l b. Mot Registered
19.| Selecting response b. US to question 4 results in different requirements.
* 4. Confirm the Country of Registration. EU Zone is covered by EU
+ Registration country
.::::j- a. UK
(@) b.US
() eEU
* 4.b.1. Is your organisafion subject to the requirement of Section 54 of the Modern Slavery Act 2015 and if yes, can you provide your annual
Modern Salvery statement?
() aYes
(@) b. No
Note: Some questionnaires may have multiple sections. Where this is the
case, you can select the sections and see your progress in completing the
response.
20.| There is a section indicator and some . .
. . . . | 1. Targetting Supplier Development w |
navigational buttons either side.
21.| To navigate to the next section, select | T Dmmpmentvl
the Next icon. :
22.| To navigate to the previous section, I I : :
. . | 1. Targetting Supplier Development » |
select the Previous icon.
Supplier Responses Page 7
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Action

23.| To navigate to a specific section, 1 Taraeting Summiior Develoome 1
select the section from the drop- | oeTna = :

down.

24.| Review your entries and make adjustments as required.

Respond to Questionnaire: Supplier Developments @

4 Questionnaire

Title  Supplier Developments. Supplier  Abacus Training Linited Status  Draft
Procurement BU  Bank of England BU Supplier Site Due Date  06-Jun-2025 00:00
Requested By Glen Bambrick Responder Tony Fargus Atischments None
Questions Progress section

Targetting Supplier Development

1. You are requi imm Who has ounership of the bass materials
2 vin
(Preferr k of England)

@®) . Bank of England
) b Supplier
D e Joint

Comments

*2. Does your company have 2 Business Confinuity plan in place?
@ aves
* Response Attachments Suppiier Portal doc e

b.to

*3. Canyou b iness i in place,
¥ Business Indemnity Insurance
avYes

25.| Select Submit. E

26.| A Confirmation is received that your & Confirmation x
response has been submitted.

The response to the Supplier Developments questionnaire was submitted.

27.| Select OK.

28.| You are returned to the Manage Questionnaires page.
Manage Questionnaires @

4 search | Advanced | | Manage Watchiist | Saved Scarch | Reauiing Atiention v

[eazn ][t [sevec]

Search Results

Adions v View vy Fomatv 7 B 7 Detach
Questionnaire  Questionnaire Title Supplier Site  Status Resnonise  View PDF
1000042 Suppler Developments Main Submited O64unz @
IN1000036 2026 Supplie Strtegy Planning Wain Draft [eames @

W IN100000S Main Not started 30-May-.. @
IN1000033 Suppler Onboarding for Abacus Training Limited Not startea @
1000031 2025 Spend Authorsation Suppier Cocument Request Notstatec =

% Inioonozs Prospective Suppler Document Request Not started 31-May-. =

29.| Select Done. [ Done |

Supplier Responses Page 8
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Step Action

30.| You are returned to the Supplier Portal.

Bank of England

E:I @ =
Supplier Portal

Seston s

<] orserumer

Tasks o I
Orders
Requiring Attention Transaction Reports
- Manage Orders Last30 Days
Agreements

+ Manage Agreements

Shipments

Contracts and Deliverables

No data available

Questionnaires B Negotiations Closing Soon

Supplier News

31.| Select the Home icon to return to the Q
Home page.
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Change History

Version

08/05/25

vl — File
created

Initial version created for internal review

05/06/25

v2 - Internal QA
Updates /
Submitted for
first review

Changes after internal QA complete

17/07/25

v3 — 1st Edit /
Submitted for
second review

Version created with no SME review

10/04/26

v4 — 2n Edit if
required

Amended wording in “Notes” section — Sean Tague

v5 — Final
version

Business Sign off

Final version

Signed off by
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