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Guidance note for submitting supporting statements in IMS for 2015-18 AHP 
bids 

 

In a change from the 2011-15 bidding process, supporting information for Employment and 
Skills, Construction Innovation and Procurement Efficiency, will be collected directly via IMS.  
Supporting statements are due by 7 May 2014 (close of business). The HCA are giving 
bidders an additional week to complete these because the launch of the supporting 
statements module in IMS occurs mid-way through April.   

Getting started 

Access to the supporting statements is at the offer level, via the Sub product summary tab.  
A relevant partnership, agreement and offer type must be set up in order to access the 
supporting statement (see screen shot 1 below). 

 

Bidders should click on the Supporting Statement button to activate the supporting 
statement functionality and this will allow the bidder to start entering data into their 
supporting statements.   
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Once in the supporting statements module, the bidder will have the option to enter two 
statement types: Construction Innovation and Procurement Efficiency and Employment 
and Skills.  These can be started by clicking on the Edit facility under the action header.  
(see screen shot 2 below). 

   

Supporting statements data entry can commence in any order, but once started the 
statements can only be submitted once both statements have been validated for errors, 
saved and submitted. 
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Construction Innovation and Procurement Efficiency 

To start entering data select the Edit button under the Action header for the line 
Construction Innovation and Procurement Efficiency.  This will enable the Methods tab. 
To activate it is first necessary to click on the Save button.  Once saved the Method Data 
Status header will change status to Started.  This will also activate the Partner and 
General Comments tabs.   

To start entering data, bidders should double click on the supporting statement they intend to 
populate.  Taking these in order, selecting Construction Innovation will activate the 
Construction Innovation tab (see screen shot 3 below). 

 

Bidders should enter the relevant data row by row, first entering the relevant % (note:  this is 
validated so that the percentages input must aggregate back to 100%) attributable to each of 
the Types and include any commentary (free text) in the Benefits gained box. The % 
should relate to the number of units in the overall programme offer. This is a free text field 
and can accept up to 2,000 characters in both alpha and numeric form (see screen shot 4 
overleaf). 
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By clicking on Enter, this will then save the text and revert back to the Construction 
Innovation tab.  Bidders should then complete all the relevent Types pertinent to the offer.  
Once completed, the bidder should click on Save.  Notes: (i) where a ‘type’ is not relevant to 
the offer, the bidder should enter ‘0’ under the percentage header; (ii) that where a ‘0’ is 
entered it is not necessary to capture any free text in the corresponding benefits box and this 
can be left blank.  

Once all rows are completed and saved the method status will update to status Complete. 

The bidder is now ready to complete the second part Procurement Effiency.  As before, a 
double click on this line will activate the Procurement Efficiency tab (see screen shot 5 
overleaf). 
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All 8 Types must be completed.  Where the Type is relevant to the offer a percentage 
proportion should be ascribed from 0-100%.  As before, validation based on 100% in total.  
Where a Type is not relevant ‘0’ can be entered with no requirement to provide an 
explanation on the benefits gained.  Where a Type is of relevance entering the % will then 
require a comment in the Benefits gained box.  Once again this is free text and up to 2,000 
characters, alpha and numeric characters can be input. 

Once all Types have been completed, bidders should click on the Save button to complete 
this process.  Once done the Method Status will update the status to Complete. 

If the bidder needs to add partners to the supporting statement, for example where the 
programme is being delivered by a consortium, this can be done by clicking on the Partners 

tab at any time during the data entry process.  A partner can be added by clicking on the  

Button to add in a new provider.  This activates the Add Partner’s Detail box (see screen 
shot 6 overleaf). 
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If the partner has an IMS code then the bidder should select Yes from the top dropdown 
option list, which is activated once the Add Partner Detail box opens up.  Selecting Yes, will 
activate the IMS Provider Code box, which is searchable.  Once the relevant IMS code has 
been input, or selected, this will then auto-populate the Partner Name field. Bidders can 
then enter free text detail into the Partner Role box.  There is no validation here so anything 
can be submitted.  Once complete, this activates the How the partner is involved box.  
This is free text and up to 2,000 characters where alpha and numeric characters can be 
entered and there is no other validation.   

Once the bid is complete providers should click on the Save button at the bottom right of the 
screen which will be activated by completing the screen and the partner is then added. The 
bidder can add, edit or remove partners as appropriate prior to submitting their supporting 
statements. 

Where a partner doesn’t have an IMS code, No should be selected from the drop down 
options. This will then allow the bidder to input the name of the Partner and complete and 
save the rest of the screen as per above. 
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To complete the Construction Innovation and Procurement Efficiency Statement, 
bidders should complete the General Comments tab.   

There are five separate questions for bidders to answer, of these the first four are 
mandatory, so a response must be entered for each question separately. Bidders can enter 
up to 2,000 characters per response, alpha and numeric and there is no other validation.  
Once  the response is completed the bidder should click on Enter.  Once entered a tick 
symbol will appear in the column on the far left hand side of the tab to indicate that a 
response has been given (see screen shot 7 below). 

  

Once the four mandatory questions have a relevant response the bidder can complete this 
tab by clicking on the  Save button on the bottom right hand side.  Once saved, the Save 
button functionality is disabled.  To exit out of the tab, click on the Cancel button on the 
bottom right hand side of the tab. 

This takes the bidder back to the Supporting Statement Summary tab.  The Construction 
Innovation and Procurement Efficiency statement is now complete.  The Data Status will 
be updated to status Complete. 
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Employment and Skills 

To access the Employment and Skills tabs and commence data entry, the bidder should 
click on the Edit button.  Before doing so the Data Status for this statement will read Not 
started. 

Clicking on Edit activates the Employment and Skill Supporting Statement tab.  There are 
four questions and each one is mandatory.  Responses to each of these four questions must 
be a valid number.  Any other data input, such as alpha characters, will generate a 
‘Validation Error’ with the messsage that ‘The response must be a valid number.’  In order to 
be a valid number enter a figure in the range of 0 - 9,999 (see screen shot 8 below). 

 

Before completing this tab, bidders must tick the checkbox at the top left of the screen to 
confirm that the bidder has ‘read and understood the questions for this statement type.’  
If the bidder fails to tick the box and attempts to save the screen, a validation error appears 
which states that ‘You must tick this checkbox before changes can be saved.’  To complete 
this tab, the bidder should click the Save button on the bottom left hand side of the screen. 

This completes the Employment and Skills Statement and reverts back to the Supporting 
Statement Summary Screen.  The Data Status will have updated to status Complete.  At 
this stage the bidder can still choose to go back into any section of the supporting 
statements by clicking on the Edit button for the relevant supporting statement.  If the bidder 
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is satisfied that the statements are complete and accurate, they should submit the statement 
by clicking on the Submit button at the bottom of the Supporting Statement Summary 
screen.  Clicking on Submit activates the Submission comments box (see screen shot 9 
below).  

 

As before this is an editable free text field with up to 2,000 alpha and numeric characters 
allowable. Clicking Enter on the bottom left hand side of the box completes the process.  
The submission comments then appear on the top right hand side of the Supporting 
Statement Summary screen. 

The overall status of the Supporting Statements Summary updates to status Submitted, 
and the process is complete.  To exit, click on Close on the bottom right hand side of the 
screen. The supporting statement is now locked and no longer editable by the bidder, until 
such time as the supporting statement is referred back by the area team if necessary as part 
of the assessment process.  
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