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Information

This guide takes you through the steps to complete your Quotes Submission Form,
which can be used on various schemes.

Please refer to the relevant scheme guidance for information on scheme rules and
eligibility.
The Quotes Submission Form must be completed via RPW Online. Multiple quote

submission forms can be submitted during the project window and multiple quotes
can be submitted on each form.

Supporting evidence, such as quotes, must be submitted for each Item in order to
submit your form.

Please note: For any problems with RPW Online you should contact the Customer
Contact Centre on 0300 062 5004.



Rural Payments Wales Online — Login

Log into your RPW Online Account - enter your User ID and Password in the boxes
and click the Sign in button.

&7 GOV.UK

12130 This is a new service — your feedback will help us to improve it

English | Cymraeg

Sign in using Government
Gateway

Government Gateway user ID
This could be up to 12 characters.

Password

Create sign in details

If you are encountering problems or are unable to access your online account,
please contact the RPW Online Helpdesk on 0300 062 5004.

Once logged in to your online account the RPW Online ‘Homepage’ will appear.
Rural Payments Wales Online — Home page

To access the claim form, click the Tab labelled ‘Contracts and Small Grants’ on the
RPW Online home screen, as shown below.
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Home CRN Details ~ Land - Comespondence 4 - Forms Contracts and Small Grants = Woodland Plans

To change the language at any time, click the button located in the top right hand
corner bar of the RPW Online information. This will allow you to choose the
language your Quotes Submission form is displayed in.



Contracts and Small Grants Page

The list of active contracts available for you to start or continue a Quotes Submission
form are listed on this page.
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Contracts Small Grants Document Upload

Contracts

Your Contracts are listed below.
Contracts with a status of Offered and an 'Accept / Decline’ button can be accepted or declined in RPW Online,

To view older versions of Contracts, search for them in your RPW Cnline Messages.

Contract Sign Off
Scheme Window Reference  Version Status  Deadline

Active:
Mutrient Management MNMIS Full Application Active Start Claim | Start Quotes
Investment Scheme Window 2

Guidance Contact Us Copyright Accessibility
Documents Statement Statement

Getting Started

Once you have read the Guidance Booklets, you can start your Quotes Submission
form by clicking on the ‘Start Quotes’ button.



Taliadau Gwiedig Cymnu

r-Lein

T
% RPW 6nllne

Rural Payments Wales

Cymraeq | Sign out

Home CRM Details ~ Land ~ Comespondence 4 ~ Forms Contracts and Small Grants ~ Woodland Plans

Contracts Small Grants Document Upload

Contracts

Your Contracts are listed below.
Contracts with a status of Offered and an 'Accept / Decling’ button can be accepted or declined in RPW Online.

To view older versions of Contracts, search for them in your RPW Online Messages.

Contract Sign Off
Scheme Window Reference  Version Status Deadline

Active:

Mutrient Management MNMIS Full Application Active Start Claim  Start Quotes |
Investment Scheme Window 2

Guidance Cantact Us Copyright Accessibility
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Continue Quote Submission

Once you start your Quotes Submission form, you have the option to leave it and
return to it again. If you are accessing a Quotes Submission form that you have
started previously, then you will be able to select ‘Continue Quotes’ from the
selection page (blue button).
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Contracts

Your Contracts are listed below.

Contracts with a status of Cffered and an 'Accept / Decline’ button can be accepted or declined in RPW Online,

To view older versions of Contracts, search for them in your RPW Cnline Messages.

Contract Sign Off
Scheme Windo Reference  Version Status Deadline
Active:
Nutrient Management MNMIS Full Application Active Continue Quotes
Investment Scheme Window 2
Guidance Cantact Us Copyright Accessibility
Documents Statement Statement

Quote Submission Form - Delete/Start Again

If you wish to delete the form and start again, then you will be able to select ‘Start
Again’ by clicking the link shown on this screenshot:



Taliadau Gwledio Cym

a‘g—, > 5
¥ RPWEHE:S

Rural Payments Wales

Cymraeg | Sign out

Home CRN Details ~ Land ~ Correspondence 12 ~ Forms Contracts and Small Grants ~ Woedland Plans

Continue a Quote Submission

‘fou have asked to complete a quote submission for: Nutrient Management Investment Scheme. You already have a quote submission in progress. Please click
‘Continue’ to continue with your quote submission for Nutrient Management Investment Scheme.

‘fou may choose to remove your existing guote submission for Nutrient Management Investment Scheme and start again. This will undo all of the changes that
you have made since starting your quote submission for Nutrient Management Investment he new guote submissicn for Nutrient Management
Investment Scheme will be populated with the latest available data. If you wish to do so, clici Start Again',

The quote / guotes will not be submitted to the Welsh Government until you click the "Submit’ opticn at the end of the process. Once you have submitted the quote /|
quotes you will not be able to make changes to it using RPW Cnline.

If you have any problems completing your guote submission for Mutrient Management Investment Scheme then you can also contact ‘Customer Contact Centre’
for further guidance.

Please check that the Customer Details and Online Preferences shown below are correct before submitting your application. If incorrect, you can change them now by,
clicking the Customer Details or Online Preferences links below.

Customer Details Online Preferences
Trading Title Email or SMS (Text) Preference
Address Email Address

Mobile Mumber

Postcode
Telephone Number
Email Address

Number of Partners

Continue working on the quote submission for Nutrient Management Investment Scheme which was last updated on

Guidance Contact Us Copyright Accessibility
Documents Statement Statement

Please be aware — if you choose to ‘Start Again’, this will un-set all of the questions
you have answered and remove all of the information you have added.



If you are sure you wish to ‘Start Again’, click “Yes’ or if you do not click ‘No’, as
shown in this screen:
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Quote Submission for Nutrient Management Investment Scheme - Delete / Start
Again

This option will remove your guote submission for Nutrient Management Investment Scheme and will undo ALL of the changes that you have made since starting
your guote submission for Nutrient Management Investment Scheme.

Please note that this will:

* remove all of the information that you have added
* un-set all of the questions that you have answerad

When this quote submission for Nutrient Management Investment Scheme has been remaoved you can start 2 new quote submission for Nutrient Management
Investment Scheme, which will be populated with the latest available data,

Do you wish to proceed with this option?

Please click Yes' to confirm that you wish to remove your quote submission for Nutrient
Management Investment Scheme and start again.

Yes
Please click ‘Mo’ to keep the entries you have already made on your quote submission for
Nutrient Manag t Invest t Scheme and return to the previous screen.

Guidance Cantact Us Copyright Accessibility
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Introduction Page

This is the introduction page which provides information about the Quotes
Submission form.
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Once you have read the information click on the Next button.

Activities Requiring Quotes

Items requiring quotes will be listed on this tab and will be shown on each row on the
tab, detailing the 1D, Name/Description, Estimated Total Cost, Grant Value (£) and
Quotes Provided.

10



For items with a value between £1,000 and £4,999 1 quote is required and for
items with a value of £5,000 or greater 3 quotes are required.

To enter a quote, choose the relevant row for the relevant Item. Click the ‘Modify
button to enter the Item Details page for that item.

Activities Requiring Quotes 8 cerep < s
Help
to.avoid put
Estimated Total Cost Grant Value (£) Quotes Provided
2050000 820000 ]
s o 200000 250000 .
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Quote Submission Form Activities Requiring Quotes - Item Details

Estimated Total Cast

Iteem Quote

To complete this

jon you must have obtained quot

WIS Systems for s

management

700000

£ 3s000

o st updond evidance of the qu

000 and £4999 ane quote s required

000 or above three quotes

s of 8 quate &

N Entries

In the item details page select the ‘Add Quote’ button and you will see the following
page. Enter your quote details.

Name / Deseription

s Requiring Quotes - Item Details

Nio1

NMS Systems for slurry management

% Concel @ Save % Seve and Retur]

Estimated Total Cost 7,00000
Payment Rate 5000 %
Grant Value £ 350000

Item Quotes

To complete this section you must have obtained quotes. You must upload evidence of the quotes.
+ Investment item value between £1000 and £4999 one quote is required.
« Investment item value £5000 or above three quotes are required.

Click ‘Add Quote' to add details of a quote for this investment item.

No Entries

Quote Submiszion Form Activities Requiring Quotes - Item Details - Quate Details
s ey
- i
Activaties Requiring.
Quates.
(s}
teestntis O ONo

Vou are required ta upiaad evidence of the quo

This shauid include the quate value and suppler det

s (=]
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When adding only one quote or multiple quotes for this investment item, you need to
select the ‘Prefered Quote’ tick box. A text box will open up for you to provide details
of ‘Why is this your preferred quote?’ This question must be answered in order to
progress any further with the application.

uates - Item Details - Quote Details

Document Type - root of Qucte [ a0 |

If you answer, ‘Yes’ to ‘Do you or anyone involved in the Project have an interest in
this supplier?’, a text box will open up for you to provide details on what actions the
Business/Organisation has taken to mitigate this conflict of interest? This question
must be answered in order to progress any further with the application.

Activities Requiring Quotes - Item Details - Quote Details

(SR — [0

Supporting Documents

You are required to upload evidence of the quote. This should include the quote
value and supplier details.

To upload the document, click the blue ‘Add’ button.

13



= of the quote. This should include the quote value and supplier details.

You are requ upload evidenc
Document Type - Proof of Quote
< loaded

u are required to upload evidence of the quote. This should include the quote value and supplier details.

You then have the option to ‘Save’ Quote or to ‘Save and Return’ to the Items Details
page.

* Cance B save T Saveand Return

Once you have returned to the Item Details page your quote information will be
shown.

Quote Submission Farm Activities Requiring Quotes - Item Details * Carcel @ Sme T sweana e

If you need to add an additional quote, you can click the ‘Add Quote’ button. This can
be selected as many times as required.

14



Activities Requiring Quotes - Item Details

1d NIOT
Name / Description NMS Systems for slurry management
Estimated Total Cost 7,00000
Payment Rate 5000 %
Grant Value £ 350000

Item Quotes

To complete this section you must ha

= Investment item
= Investment item
Click *Add Quote’ to add details of a quote

+ The cost of this item is equal to or greater than £5000. You should provide 3 Quotes for this item.

Quote Value Supplier Trading Title Preferred Quote Supplier interest Supporting Documents Provided

£7000.00 Yes Mo Ves

If you wish to remove the additional row, you can click the ‘Delete’ button.

Activities Requiring Quotes - Item Details X canel C] 1 Save and Ret.
] Nio1
Name / Description NMS Systems for slurry management
Estimated Total Cost 7.00000
Payment Rate 5000 %
Grant Value £ 350000
Item Quotes
To complete this section you must have obtsined quotes. You must upload evidence of the quotes.
« Investment item ired,
+ Investment item
Click"Add Quote’ to add details of
= The costof this tem is equal to than £5000. You should provide 3 Quotes for this item
Quote Value Sup) g Title Preferred Quote Supplier interest Supporting Documents Provided
£7,00000 Messrs Jones Yes No Yes
£8,000.00 Davi No No Yes

If your quote value is greater than £5,000 and you only have one quote available to
submit, you must Tick the box to indicate that you wish to submit the application with
less than three quotes for this investment item. A text box will also appear for you to
explain why you are submitting less than three quotes for this investment item.

15



X Cancel @ save

T Save and Retum

Activities Requiring Quotes - Item Details

1d Nio1
NMS Systems for slurry management

Neme / Description

Estimated Total Cost 7,00000

Payment Rate 50.00

Grant Value 350000
Item Quotes

To complete this section you must have obtainad quotes. You must upload evidence of the quates.

* Investment item value between £1000 and £4999 ane quote is required.

+ Investment item value £5000 or above three quotes are required.
Click"Add Quote” to add details of a quote for this investment item,
= The cost of thsitem is equal to or greater than £5000. You should provide 3 Quotes for this item.

Supplier Trading Title Preferred Quote

Supplier interest

Supporting Documents Provided

Yes

Add Quote

Grant Value

Item Quotes
To camplete this section you must have obtained quotes. You must upload evidence of the quotes.

* Investment item value between £1000 and £4999 one quote is required,

« Investment item value £5000 or above three quotes are required.

Click *Add Quote' to add details of a quote for this investment item.

Quote Value Supplier Trading Title Preferred Quote
£7,000.00 Messrs Jones Yes

K this box to indicte that you @

You must enter at least 3 quott
wish to submit this applieation with less than three quotes for this.
investment item.

brmitting less than three quotes for this Only coul abizin one quote.

Explain why you ar
investment item, *

Supporting Documents Provided

Ves

==

Quote Value
£7,000.00 Messrs Jones Yes No
You must enter at least 3 quotes, Tick this box to indicate that you @
wish to submit this application with less than three quotes for this
nvestment item
Explain why you are submitting less than three quates fo
investment item, *
4
0/255
Activities Requiring Quotes - Item Details X Caneel @ Save T Saveand Retum
] NID1
cription M5 Systems for slurry management
Estimated Total Cost 7,00000
Payment Rate 50.00 %
£ 350000

You then have the option to ‘Save’ or to ‘Save and Return’ to the Activities Requiring

Quotes page.

B Save T Saveand Returr

When you have finished filling in your answers, select the Next button.
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Quote Submission Farm Activities Requiring Quotes B orseren C fevos B Gwe Nen )
«0
Help

Quotes Provided

There are basic data integrity checks and mandatory fields built into this form, any
errors or information messages will appear once you either click ‘Save’ or ‘Next’ on
each page.

Activities Requiring Quotes - Item Details x Corce @ sme 3 Swveana Renm

1d NIO1

NMS Systems for slurry management

7,000.00
Payment Rate 50,00 %
Grant Value £ 350000

Supplier interest Supporting Documents Provided Add Quote

bmitting less than three quotes for this

Once you have corrected any errors and answered all of the questions on each page
click ‘Save and Return’ to the Activities Requiring Quotes page then click on the
‘Next’ button.
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Activities Requiring Quotes

Mame / Description Estimated Total Cost Grant Value (£) Quotes Provided

L
M

B HdeHep € Previous B Sav

Submission — Errors, Information and Summary

This gives a summary of the items you have selected and informs you of any errors
or information messages on your Quotes submission form.

Pages with errors will display
" a red cross and you can
return to the pages to make
—— amendments by clicking here.

Once any errors have been corrected each section will have a green tick displayed.

18



Click ‘Next’ to proceed to the Declarations and Undertakings screen.

Submission Page — Declarations and Undertakings

You must read the Declarations and Undertakings and tick the box to confirm you
have read and agreed them.

1 e read andl agree o the abave Beclarations. and Undertakings.

19



4 | have read and agree to the above Declarations and Undertakings.

Click ‘Next’ to proceed to the Submit screen.

Submission Page — Submit

To submit your Quotes Submission form, click on the ‘Submit’ button.

Once submitted, you will receive a confirmation which you can print for your own
records.

A summary of your completed Quotes Submission form will be added to the
‘Messages’ page on your RPW Online account under the title ‘Documents received
by RPW’. Ensure you check the information submitted thoroughly. If any of the

20



information shown is incorrect, please reply to the Message detailing your concerns.
You should do this as soon as you discover any incorrect information.

Additional Quotes

If you did not submit all of your required quotes, you will be able to submit additional
guotes by returning to your RPW Online account and proceeding to the Contracts
tab.

The relevant contract will again show the ‘Start Quotes’ button to allow you to submit
an additional quote submission form.

Contracts

Your Contracts are listed below.

Contracts with a status of Offered and an "Accept / Decline' button can be accepted or declined in RPW Online.
To view older versions of Contracts, search for them in your RPW Online Messages
Contract Sign Off
Scheme Window Reference  Version Status Deadline
Active:
Nutrient Management MNMIS Full Application Active Start Claim Start Quotes
nvestment Scheme Window 2
Guidance Contact U Copyright Accessibility
Documents Statement Statement

If you are encountering problems or are unable to access our website, please
contact the RPW Online Helpdesk on 0300 062 5004.
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