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Provider Response Report 
 

Overview 

The Provider Export and the Provider Response Report allow the User to download copies of the 

Provider’s submitted responses – in Excel and PDF. 

The download includes a Responses Excel spreadsheet divided into worksheets; ‘Summary’ 

(Job/Provider details), ‘Responses’, and there are additional worksheets (‘Equipment’, ‘Accessories’, 

and/or ‘Equipment Insurance’, and/or ‘Company Insurance’) if it is a PlantHire job. 

Summary tab includes Job details and Provider details who submitted a response.

 

Figure 1 'Summary' tab in Provider Export 
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Figure 2 'Responses' tab showing the Provider ID number, Povider Name, Question ID number,Section Name, Question 
Name, Statement chosen, text Response, and the file name for any documents the Provider attached 

360Pro Users have two ways of exporting a copy of the Provider’s responses; via the download icon 
on the Job Management page (Provider Export) or via the Provider Response Report within the 
Reports function.  

By default, the Provider Export will export a copy of all Providers who submitted a response and 
their text box responses will all be in the one Responses spreadsheet (see instructions below). 

If you want to export a copy of all Providers’ responses OR a copy of a single/individual Provider, you 
can do that via the Provider Response Report. Downloading one Provider at a time will mean only 
that provider’s response will be in the Responses spreadsheet and/or PDF report (see instructions 
below). 

Provider Export 

On the Job Management page, there is a folder icon with a sideways arrow. Clicking on the icon will 

start the process of compiling the export. 

 

Figure 3 Download Provider export 
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Figure 4 Notification to Users letting them know the export is compiling 

When the export has finished compiling (it may take a few minutes), click on icon with the 

downwards arrow 

The export folder will contain: 

 Responses Excel spreadsheet and pdf file 

 Individual folders for each Provider. These folders will have a folder within them titled Response 

Docs and each Response Docs folder will contain the documents the Provider 

attached/submitted. 

 If the job allowed alternative submissions, Providers who submitted an alternative tender will 

have the job ID and submission number after their provider name (i.e. alt 10825.1) 

 Job Docs folder for any Job supporting documents 

 Addenda Docs folder for any addenda documents sent out 

 Evaluator Uploaded Docs for any documents have been uploaded by the Job Manager on the 

Provider’s behalf 

 

Figure 5 Provider Export 

 

Within the Provider’s Response Docs folder, the file names of their attachments will be automatically 

prefixed with the Question ID number that document was attached to within their response and the 

Provider ID.  
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Figure 6 Question ID and Provider ID numbers will automatically be prefixed to the file name 

As mentioned above, downloading the Provider Export from the Job Management page will export a 

copy of all Providers who submitted a response (and their responses will all be in the one Responses 

Excel spreadsheet and pdf). If you want to download a single/individual Provider’s response, you can 

do that via the Provider Response Report. 

The box with the red cross deletes that version of the export file (if you delete the file, 

you’ll be able to export it again by following steps above) 

 

Figure 7 Export icons (download and delete) 

Provider Response Report 

The Provider Response Report will provide you with the same files as the Provider Export, but you 

have the option to download all Providers or to download an individual Provider’s response. Clicking 

on the icon within the red box will download all providers (in exactly the same format as the 

Provider Export discussed above).  

Clicking on the icons within the yellow box will download each Provider’s responses individually.  
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Figure 8 Provider Response Report 

When downloading an individual Provider’s response, the folder will contain: 

 Responses spreadsheet – this spreadsheet will only contain that particular Provider’s text box 

responses  

 Responses PDF - this file will only contain that particular Provider’s text box responses  

 A folder with the Provider’s name. This folder will have a folder within it titled Response Docs 

and the Response Docs folder will contain the documents attached/submitted by the Provider. 

 Job Docs folder for any Job supporting documents 

 Addenda Docs folder for any addenda documents sent out 

 Evaluator Uploaded Docs for any documents uploaded by the Job Manager on that Provider’s 
behalf. 

As with the Provider Export, the downwards arrow icon enables you to download the export again 
and the box with the red cross deletes that version of the export file (if you delete the file, you’ll be 
able to export it again by following steps above) 

Exporting a copy of the Awardee’s response 

After a job is awarded, you can export a copy of the awardee’s response via the folder icon with the 
sideways arrow on the Job Info tab for the completed job. 
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Figure 9 Exporting a copy of the Awardee's response via the Job Info tab. 
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