
	User guidance
The standard form following is for the preparation of a tender document for Consultancy Services: Multiple Tenders
Part 6: Appendices
Guide notes
This standard form contains guidance in hidden text, ie:
GUIDE NOTES;
Guide Note examples
Viewing guide notes
1. If the guide notes are not visible, click on the Show/Hide button [image: image1.bmp].
2. If still not visible, then:

•  At the Tools menu;

•  Click Options, and click the View tab;
•  Tick the Hidden Text check box and click the OK button.
Insertion points
Each ‘»’ shows where input is required. Click onto each ‘»’ and overtype.
When completed
1. Remove all guide notes manually or by the following steps:
•  On the Edit menu click Replace, then (if required) 
•  Click the More button;
•  Click the Format button, click on Font;
•  Tick the Hidden check box and click the OK button;
•  Click the Special button, click on Any Character; then
•  Click the Replace All button.
2. Delete this User guidance, along with the following Page Break.
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Appendices

use the following if and as applicable

Appendix 1: Asset.gov

The Department of Services, Technology & Administration has implemented a communications module called "Asset.gov" (http://asset.gov.com.au/default.asp).  Asset.gov is a project management data-base tool that is enabled over the Internet, providing a secure environment for the transmission of, and access to, electronic documents between, and by, the successful tenderer ("the Consultant"), other participants in the delivery process, and the Principal to the contract ("the Principal").  The Consultant must use Asset.gov whenever it is possible to provide documents electronically and the transmission should be recorded.  (See Conditions of Agreement clause Co-operation by the Consultant).

The module will be used as follows:

· All formal communication that can be made electronically (Notices under the Agreement, requests for information, meeting agenda and minutes, action items, etc.) between team members (The Principal's Client, Principal, Consultant, Contractor, other consultants to the Principal, and prime stakeholders) will be loaded into the communications module and the Consultant given access to and advised of relevant communications by e-mail.  All activities on the module are traceable.  Access rights will be at the discretion of the Principal.

· The Consultant must load all formal communications to the Principal into the communications module.  

· The Consultant must load the Contract Material into the document storage area in the communication module for access by the Principal and others authorised by the Principal. Tools for reviewing the documents are provided in the module.

The Consultant will be provided access to documentation provided by the Principal through the module.

Minimum hardware and software requirements

In order to access and use the module, the Consultant must have the following hardware and software:

	Operating System:
	Windows 98, Windows NT4, Windows 2000 or Windows XP Emulation software is not supported.

	Access:
	Internet access required

	Browser:
	Microsoft Internet Explorer 5 to 6

	Modem:
	Minimum 56K dial up modem

	Software:
	Active-X control (delivered by the asset.gov web server upon first logon).

	Note:
	For downloading of large files a cable or ADSL/DSL connection is recommended.


Training

The Consultant must have access to operators skilled in the use of Asset.gov.  Training in the use of Asset.gov can be provided by the Department of Services, Technology & Administration at a cost of $250.00 per participant.  The training will normally take a half-day.  Participants in the training course are expected to have an understanding of, and the ability to use, Microsoft Word and Internet Explorer.
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