Frequently Asked Questions

Q: I've forgotten my Username and Password. How do | retrieve my Username and
Password?

A: The screenshot below shows a username reminder and a password reset function,
which is located on the right hand side of the ProContract Supplier Opportunities
homepage.

To use one of them click on the relevant link.
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Username Reminder

Clicking username reminder will ask you to confirm the email address that was used
when your account was registered then click “Next”. Providing it is the valid email
address, the system will then send the username to this email address.

Username Reminder
User Identity
* Denotes Mandatory Fields

Identity Information

Please enter the email address:-
“Email Address j.palmer@due-north.com

Options

Password Reset

This will reset your password and send details to your email address. You will need
to enter your email address and username for your ProContract account, then click
“Next” and this will send a link to follow to the email address.

Reset Password Step 1 of 2

User Identity
* Denotes Mandatory Fields

Identity Information

Please enter the username and email address:-

Usemame Forgotten Username?

“Email Address

‘Options




You must then be click on the link to confirm the account and a reset password will
then be sent to your email address.

If you are still unable to login despite following these procedures then find contact

Contact Support |
details by clicking Y and they can arrange for a manual reset.

Note: The username reminder/reset password may not work as you do not have an
account on the portal.

Q: How do | find and register interest in an opportunity?

A: The latest tender opportunities will be listed at the bottom of the supplier
homepage as below, however if you are unable to see the relevant tender click on
the ‘Search Latest Opportunities’ button.
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Once you have accessed the ‘Opportunities Search’ screen, populate the relevant
details and click on ‘Search’ button. If you have been forwarded the Contract
Reference then you can enter this in the “Contains” field to search for this.

Opportunities
Search current opportunities

Search Criteria
Qrganisation: All -

* Category/Categories: (All Categories.

Search / Select Categories

Contains:
Order By: Start date ~

All Opportunities: [Z] Tick ta include past/previous appartunities and also future opportunities which are not yet open for expressions of interest

Options

This portal will then return your results from which you will be able to locate the
relevant tender opportunity, an example is below. If you cannot find the opportunity
click “New Search” and try modifying the search criteria.

To view the opportunity details click on the contract title of chosen tender, shown in
blue text.



Due North DEV Primary Opportunities
% End Date

Start Date ~ Contract Title

23/01/2015 Provision of Residential Care Senices 23/08/2015
01/06/2012 SL test 2.0 Contract OJEU Auction 01/06/2013
01/05/2012 [T Manual 25/05/2012
24/04/2012 111 V2.0 Testing Contract MARC 30/04/2013

24/04/2012 Screenshots 03/04/2013

When the tender opportunity details have been viewed you can register interest in
this opportunity using the options at the bottom of the page.

If you are not logged in the options will appear as below, click “Finish” if you are not
interested or “Login and Register Interest” to express interest. You must then enter
your username and password to login, so you must be registered on the portal first.

Options

Login & Register Interest Return to Search

If you are already logged in the options will appear as below, you either have the
option to ‘Register Interest’ or ‘Finish’.

Options

Register Interest Return to Search

Q: How do | find a tender opportunity | have been invited to take part in?

A: If you have been invited to take part in a tender then you should have received an
email from ProContract to inform you of this. The email will contain top level detail
about the tender, and also a link to follow that will allow you to view the tender in
more detail and download the documents.

Click on the link, enter your username and password and then you will be on the
correct page.

If you cannot locate the email, then go to the Opportunities Portal homepage by
visiting the relevant URL/Web Address.
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Click the icon to login to the portal, entering your username and
password, then you will return to the home page but the section on the right has
changed, and is now called “My Opportunities”.

&' My Opportunities

Help

My Opportunities - You can see all of the opportunities that you have been

"}/ My Opportunities

selected for by choosing the icon or link above.

Latest Opportunities - yvou can search for the latest contract opportunities by
Q Search Latest Opportunities

choosing in the latest opportunity section.

A list of the latest opportunities published by all of the buyers using this portal
can be seen in this section.

From here to view your current opportunities that you are working on, from the
right hand side of the screen click the “My Opportunities” link.

This will take you to your own personal Opportunities page as below; this is where all
your tender opportunities will be visible from after they have been published by the
procuring organisation.

Opportunities Portal
Welcome Mr James Palmer

Organisations: Please Select  ~ &¥

Please select an organisation from the dropdown menu above and click the &% icon

Last Viewed Opportunity

You have not presiously viewed any opportunities

To view an exercise (ITT/RFQ/PQQ), click on the drop down arrow and choose the

relevant organisation, then click on the %% button.

Q: How do | download documents?



A: Firstly access the relevant tender opportunity by clicking on its title within ‘Latest
Opportunities’ on the Homepage or via your search results page if using the ‘Search
Latest Opportunities’ tool.

Once you are within the tender opportunity you will see any attachments
summarised in the bottom of the screen as shown.

Contract: DNCC-DEVA-8TSLFE

Main Contract Detail

Buyer. Due North DEV Primary
Title Laptops & Accessories
Category/Categories  show categories
Additional Categorisation(s} Nane
Summary:
Contact Mr James Palmer
Email Address palmer@due-north com
Telephone 01670597120
Address Netherton Park Farm
Stannington
Northumberland
NE61 6EF

United Kingdom

Key Dates

Estimated contract start date
Estimated contract end date:
Expression of interest start date

Expression of interest end date

Other Information
Contract Period;

Anticipated Extension Period

MNumber of Anticipated Extensions

17/04/2012
17/04/2012
02/05/2012 12:30
31/08/2012 17:00

0 {months)
0 {menths)
0

Contract Attachment(s)
Attached/Link Name Size Date Uploaded
& East Midiands Region xis 12kb 02/05/2012

Right click on attachment link for the document and select ‘Save Target As’ option.

Key Dates

. Open
Estimated cont
Open in new tab

Estimated cont .
indow

Expression of ir

Expression of ir

Other Informa;

Copy shortcut

Contract Period
Anticipated Ext
Mumber of Antic

E-mail with Windows Live
ag Translate with Bing

Contract Attac] All Accelerators 3

Add to favorites...
Attached/Linl

& East Mid|
1

Properties

Then choose a location to save the document.



Save As

Save ir: | () My Documents

v| O F £ E-

? X

Ty L)y Meetings
u‘b M':.-' Music
ky Recent E‘Mv Pictures
Documents I=iMy Received Files
= I Mew Folder

?" ar
L ICiPrintScreen Files
Dezkhop

ty Dacuments

by Computer

-
g File name: |

[ Save l

by M etwark, Save as type: | AP D ocurment

[ Cancel ]

Q: How do | upload documents?

A: To make an attachment you need to access the Attachment section of your
tender response screen by clicking on the ‘Edit Step 2 (Attachments)’ button. If you
are using the ‘Response Wizard’ tool you will work through your tender information

first then progress onto the ‘Attachment’ section.

Invitation to Tender Response Wizard Step 4 of 4 (Summary)
* Denotes Mandatory Step(s)

* Step 1 ( Response Information )

Version: 1

My Reference: James
Response Information: NIA
Additional Comments: A
Delivery Period NIA
Price(s) Firm Until: NIA

Step 2 ( Attachments )

There are currently 0 attachment(s) uploaded to your response
* Step 3 ( Terms & Conditions )

Title

& General

Accept Terms: Yes

.~ Edit Step 1( Response Information )

. Edit Step 2 ( Attachments )

" Edit Step 3 ( Terms & Conditions )

Options

The following screen will be displayed.



Next click on ‘Add’

Invitation to Tender Response Wizard Step 2 of 4 (Attachments)
Response Attachment Information

There are cumently 0 attachment(s) uploaded to your response

Options

Then click on ‘Browse’ to select the location where document is stored.

Attachments

Use this form to add or remove attachments
* Denotes Mandatory Fields

Attachment

Please chaose the file you wish to attach by using the browse button -

* Attachment: Browse:

A 10MB file will take approximately 5 mins on average to upload on a standard Broadband connection (256Kbps upload speed). Please take this into consideration when uploading larger files

Options

Cancel || Upload Multiple Attachments

Double click on the relevant document from your chosen location (see below), then
click on ‘Save’.

Choose file

Lok ir: |@ Sample Pictures j ) ¥ EF [E-

B |ﬂ"_:]Blue hills, jpg
\_&5 |ﬂ"_:]Sunset .Jjpa
My Recent |ﬂ'_;]'\vkl'ater llies.jpg
D ocuments & winker jpg

([

Desktop

My Documents

tdy Computer
My Metwark File name: || j \ﬂl
Places
Files of type: |AII Files [*.7] ﬂ %

The screen should now show that you have successfully made your attachment.

Invitation to Tender Response Wizard Step 2 of 4 (Attachments)
Response Attachment Information
There are currently 1 attachment(s) uploaded to your response

Attached/Link Name Size Date Uploaded

n & Esst Midiands Region xlsx 12kb 03/05/2012

Options

Note: Larger documents may take longer to upload onto the system.




Q: Where is the ‘Discussions’ (Question & Answer) facility located?

A: The ‘Discussions’ (Question and Answer) facility is located on the top right hand
corner of the Invitation to Tender, Pre Qualification Questionnaire or Request for
Quotation Summary Screen as shown.

Due North DEV Primary - Invitation to Tender
———

Contract Ref No DNCC-DEVASTRLFE Discussionfs)
Contract Tice: Laptops & Accessaries There are 0 unvead messaes
Ref o (Versio REXDEVA-TAKAAA (Version 1) Help
Tile Laptops & Accessarizs Information Section shows allnformation for tis procurement exercise.
Response Required By 4052012 17:00:00 .
. You can view futher information in thi section by clcking the = icon or View’
Attach 1 ik found at the top gt ofthe section.
. My Response shows the stafus of yous lafest respunse version fo this
Status: Dt (NOT SUBMITTED) You can oy the information i tis section (fthe exercise hasnt closed or
1 you have not yet subited your respanse) by clicking the (F icon or View link
found o the top right ofthe section
Nat Sent
Jamee You can also createhienedit your respons (f the exercise hasat closed or
you hae nol yet subemited your response] step by step by using the prmided
1

esponse nizard.

Ciick the ‘Response Wizard bution found i the optons section [when
avaiabis} 10 begn the response wizard

[—— Discusions shows al curret discussions. Discussions include:-

Messages where you can 1sise a message to the procurement team and see
uther messaged posted by other supplisrs

Click on the ‘Discussions’ link which will display the screen below.

Messages
View
Subject Date Time
T 03/05/2012 16:00:51 & (Private) i3
Re: ITT 03/05/2012 16:01:21 & (Private) =
Options

The example screenshot shows a question that has been submitted and answered.

To ask a question click on ‘Create New Message’ then populate the subject and
guestion details before submitting your question by clicking ‘Send’.

Message

Message

*Subject ITT Question

“Body: Please clarify submission time___

Message Attachment(s)

No Attachments or Links

Options

Once the question has been responded to you will receive a notification e-mail

advising you to check your question and answer facility within a specified tender
opportunity.



You need to open the relevant tender opportunity within the ‘My Opportunities’
area on the homepage.

Due North DEV Primary - Invitation to Tender

1% view Invitation To Tender

DNCC-DEVA-STRLFE
Laptops & Accessories
RFE-DENA-8TIKEA-1 (Version 1)
Lagtops & Accessonss Information Section shows ail information fur this procurement exercise.
D4/05/72012 17:00.00

You ean siew futhes informaion n thes section by clicking the 5 icon or View
link foun  the top nght of the section.

e

You cam madify the information in this section (f the closad or

hune not et subsmited your respanse) by clicking the (¥ icon or View bk
. fousnd at the top rght ofthe section.
ot Sere

Dra (NGT SUBMTTED)

You can panse (¢ clused or
you hiave not et subimilted yous respanse) step by sle by usng the pravided
respanse wzaid

Cick tha ‘Responss Wizard" button found in the options saction (whan
‘avaiabie) to begin the response wizard

Discussions shows all cusrent di

iscussions inclute -

Wessages’ where you can raise 3 message o the procurement team and see
other mnessaged posted by alber suppbars.

Then click on the ‘Discussions’ link in the top right hand corner of the screen which
will display all questions.

To view details click on the ‘Subject’ shown in blue text this will display both the
question and answer.

Messages
View
Subject Date Time
ITT Question 03/05/2012 16:05:41 & (Private) 53
jing 03/05/2012 16:00:51 & (Private) (5]
Re [T 03/05/2012 16:01:21 & (Private) =

Options

Q: I've registered my interest in an opportunity but haven't received any
documentation

A: A confirmation e-mail should have been issued. However to check that interest
was expressed in a tender opportunity locate the relevant tender opportunity from
the supplier homepage or search facility and click on it to view tender details. The
options at the bottom of the page should be the same as below where register
interest is no longer available (greyed out), indicating that interest has been

expressed. Hover over the ‘Register Interest’ button and a pop up will show the time
and date that the expression was placed.

Options

:
You Hawve Already Registered Your Interest - 02/05/
201213:40:10

If register interest is not available and no confirmation e-mail has been received then
the documentation for the tender may not have been published yet. Contact the
person responsible for the tender to check status.




Contact details are contained within each tender opportunity as shown below.

Contract: DNCC-DEVA-8TSLFE

Main Contract Detail

Buyer Due Morth DEV Primary
Title: Laptops & Accessories
Category/Categories: & show categories
Additional Categorisation(s): None

Summary

Contact Mr James Palmer

Email Address: palmer@due-north com

Telephone: 01870597120

Address: Netherton Park Farm
Stannington
Northumberland
NE61 6EF
United Kingdom

Q: What can | do if my registration application has been rejected because there is an
existing account?

A: Get in touch with correct contact, contact details should be included within

o o Contact Support | )
notification e-mail, if not then use option on the homepage

and ask for details of the existing account to be emailed. Then go into the account
and change the details to your own.

To change details login to system from supplier homepage and select ‘My
Opportunities’ in the top right hand corner of the screen.

Then click on the ‘Update Company Profile’ link in the top right hand corner of the
‘My Opportunities’ section as shown.

E View Archive Opportunities

@ Update iy iisiiupcate company prahis

#) Change Password

'. Create/Manage Subcontracts

The details can then be changed from the “Company, User Account, Contact &
Address Information” screen as required, ensure that you save any changes when
completed.



Due North Ltd Company Profile
Company, User Account, Contact & Address Information

Company “ Change Company Details

Company Name: Due North Ltd

Address: Test House, Test Street, Test Town, Northumberland, NE23 1BF, United Kingdom

Company Registration Number NA

VAT Registration Number- N/A

Website: N/A

Company Description: E-sourcing / Procurement software providers

Keywords: SaaS

Classification(s): Large Organisation (250+ employees)

Attachments . Change or Upload Attachments
Attached/Link Name Size Date Uploaded

B & East Midlands Region xls 12kb 02/0/2012

User Accounts .~ Add Account

Usemame Assigned Contact
3 Dued6No Wr James Palmer
Due974No Mr Chris Cox

3 additional accounts can be created

Contacts “ Add Contact

Name Job Title Department Tel Fax Mobile Email
&  MrJames Palmer Sales Manager Sales 01670522222 NA  NA j.palmer@due-north.com
Mr Chris Cox Solutians Consultant Professional Services 01670522222 NA  NA c.cox@dus-north.com

Note: Username cannot be changed.

Q: How do | change the company profile information if the company contact details
have changed?

A: Login to system from supplier homepage and select ‘My Opportunities’ in the top
right hand corner of the screen. Then click on ‘Update Company Profile” section as
shown below.

E View Archive Opportunities

S >

#) Change Password

'. Create/Manage Subcontracts

This will now show the screen below where the company information can be
changed by clicking on the ‘Change Company Details’ button in the right hand corner
of the ‘Company’ section. This will let you change details about the company, such as
the address, description and other company fields.



Company Information
* Denotes Mandatory Fields

Company Information

*Company Name: Due North Ltd
Company Registration Number-

VAT Registration Number:

Website:

Company Address

Address
@ Test House, Test Strest, Test Town, Northumberland, NE23 1BF, United Kingdom
Unit 16, Enterprise Court, Nelson Industrial Estate, Cramlington, Northumberland, NE23 1LZ, United Kingdom

Company Description

*Company Description E-sourcing / Procurement software providers

*Keyword 1 Saas
Keyword 2

Keyword 3-

Keyword 4:

Keyword &

Keyword 6

Company Affiliations

Affiliate 1 & 1d: Please Select/None ~
Affliate 2 & 1d: Please Select/None ~
Affiliate 3 & Id: Please Select/None ~

* Company Classifications

Note: Company name cannot be changed in the system.

Q: | haven't received any business opportunities since | registered an account on the
portal.

A: Login to system from the supplier homepage and select ‘My Opportunities’ in the
top right hand corner of the screen. Then click on ‘Update Company Profile’ as
shown.

E View Archive Opportunities

@ Update ny SEREEESEINCITICIE

| ey

#) Change Password

‘. Create/Manage Subcontracts

Next click on the primary account username denoted by & icon within the ‘User
Accounts’ section as shown.



User Accounts F " Add Account
Username Assigned Contact

- Dued65hg Mr James Palmer
Due974No Mr Chris Cox

3 additional accounts can be created

Once you have clicked on the primary account username the ‘Company Account’
screen will be displayed, categories can be changed by clicking on the ‘Change
Categories’ button in the Categor(ies) section.

Company Account
Account Information
* Denotes Mandatory Fields

Account Information

Usemame: Due46&No
Account Status Active
*Security Question Where were you bom?

“Security Answer: Edinburgh
E-Mail Opt-out Policy (optional) [Z1 I confirm that | wish to opt-out of all e-mail communication(s) to this account and understand that this means this account will not be notified of any opportunities.

Assigned Contact

Name Job Title Department Tel Fax Mobile Email

M Chiis Cox Solutions Consultant Professional Senices 01670522222 NA  NIA ¢ cox@due-north.com €

Mr James Palmer Sales Manager Sales 01670522222 NA  NIA j palmer@due-north com ®
Category(ies) . Change Categoryies)
+ _show categories
Opportunity Area(s) .~ change Opportunity Area(s)

Al Regions

Options

You can now select the relevant category or categories by checking (clicking in) the
relevant box next to the category. There is also a search facility where you can enter
text to locate a category rather than looking through the whole list i.e. typing in
agriculture would return categories with agriculture in the description.

If the correct categories are already selected you should check that your e-mail
address is correct within the ‘User Details’ screen. If your e-mail address is correct it
may be that no relevant tender opportunities have been advertised yet.

Q: | registered on the portal but have not received login details.

A: Check any junk/spam filters within your e-mail as some filters may classify the e-
mail containing your login details as junk/spam.
If you are still unable to locate the e-mail then you should contact support by clicking

‘Contact Support’ in the top right hand corner of the supplier homepage and
enquire.

Note: Your application must be processed by the opportunity portal administrators
so it may take a few hours before this is done.

Contact Support | Help. ? | Login ()




Q: I've downloaded documents from the business opportunity but they are in PDF
format, what am | to do with them?

A: If the documents are required in another format in order for you to complete
them and return then this can be requested through the opportunity portal.

To ask for the documents to be provided in another format, then a question can be
asked through the ‘Discussions’ (Question and Answer) area.

This is located from within the “Discussions” area on the right hand side of the
opportunity detail.

Due North DEV Primary - Invitation to Tender
Imitation To Tender Inormation -

Cortract Ref No DNOG-DEVA-STBLFE

Cortract it Laptops & Accessaries There are 0 unvead messages
RefHo (Version) REXDEVABTYKEAA (Version 1)
Tile: Laptops & Accessaries
Response Required By B40S/2012 T:00-00

telp

Information Section shows al information for this procurement exercise.

You can view futther information in this section by clicking the = icon or View'
Tk found atthe top gt ofthe section.

- My Respanse shows the status of your latest response version to this
r— by o b2

Dt (NOT SUBMITTED) “You can oy the information inthis section ffthe exercise hasnt closed or
1 you have not yet subited your respons) by clicking the (F icon or View link
found o th top right ofthe section

Attachments: 1

Hot Sent

James You can also createhientedit your respons (f the exercise hasnt closed or
you hae nol yet subemited your response] step by step by using the prmided

1 response wizard

Ciick the ‘Response Wizard bution found in the optons section [when
avaiabie] 10 begn the response wizard.

B Discussions shows al current discussions. Discussions include -

“Messages wiere you can ks a message 1o the procurement team and ses
uther messaged posted by other supplisrs

Then click on the “Discussions” link to ask the question to ask for the documents to
be provided in another format.

Contact Suppot | Help ?  Logout

(2 Discussion(s)

It is then up to the procuring organisation how they respond to the request, however
you should receive this information as an answer to the question. The answer to the

guestion will be located in the same area.

If you have any further queries around this and the method of completing the

return, please get in touch with the relevant contact at the procuring organisation to
get further information.

Q: Procurement Officer can't publish his tender etc.
A: ‘Publish’ option only becomes available when all mandatory sections of the

document have been populated. Otherwise ‘Publish’ option will not be available
(greyed out) as shown.

Options

Return To Contract Dashboard

Mandatory sections are Submission Information, Main Information and Terms and
Conditions as shown.



Invitation to Tender
Summary of information
* Denotes Mandatory Section(s)

Delivery Information " AddiRemove Suppliers

Company

* Submission Information “ Change Submission Information
&espond By Date: 04/05/2012

Respond By Time 17:00

Supplier-Atiachment Required No

* General Information Change General Information
e Laptops & Accessories

Description: Laptops & Accsssories

Additional Documentation: NiA

Paint of Delivery: NiA

Specification Breakdown Change Specification Breakdown

There are currently no line items in your specification breakdown

Evaluation Information ‘Change Evaluation Criteria

There are currently no evaluations prapared for this Invitation to Tender.

—
Attachment Information .~ Change Attachment(s)

e are cumenllyiattachment(s) and 0 link(s) uploaded to this
* Terms & Conditions " Change Terms & Conditions

Title

B & General

Note: Mandatory sections of a document are indicated by a * next to the section.

Q: | need to make an amendment to my submission prior to the deadline?

A: Within the opportunity portal you can edit your response up until the submission
time and date have passed.

Locate the previous response that you have made within the system, in the example
below you can see in the “My Response” area that the status is “Submitted”.

Due North DEV Primary - Invitation to Tender

Invitation To Tender Information % View Invitation To Tender

Contract Ref No: DNCC-DEVABTBLFE

Contract Title Laptops & Accessories

Ref No (Version): RFX-DEVA-STXKSA-1 (Version 1)
Title Laptops & Accessories
Response Required By: 04/05/2012 17:00:00
Attachments: 1

Status:

Version-

Supplier Ref No:

Attachments: 1
Submitted- 04/05/2012 11:28:55
Optiofis

<

In the options area at the bottom of this screen, it now shows “Edit Response” and
“Finish”.



In order to make an amendment to your previous submission, click on the “Edit

Response” button. You will be asked to confirm this as below, click “edit Response”
again to do this.

Note: Your previous response will stand until you submit the amended version, this

means if you do not ever complete the amendment then the original version will
stand.

Edit Submission Confirmation
Message

Are you sure you wish edit your response which was submitted to Due Morth DEV Primary on 04/05/20127
Please note your current submitted response will stand until you submit the response you are about to edit.

Are you sure you wish to continue?

Options

Edit Response

You will then be presented with the screen to make your response as shown below,
note that the version has now changed to show it is version 2.

Due North DEV Primary - Invitation to Tender

Invitation To Tender Information % View Invitation To Tender
Contract Ref No DNCC-DEVA-8TSLFE

Contract Title Laptops & Accessories

Ref No (Version) RFX-DEVA-STXKBA-! (Version 1)

Title: Laptops & Accessories

Response Required By: 04/05/2012 17:00:00

Attachments 1

y Rosponee
Status Draft (NOT SUBMITTED)

Version 2
Supplier Ref No: James
Attachments: 1

Options

You can now make changes to your response by working through the response
wizard or clicking the “View Response” button.

Note: All previous responses will be stored by the system so you only need to change
the relevant sections.

When complete you must ensure that you submit your response, in the same way as
when you initially submitted the tender. This will overwrite your previous
submission, so the procuring organisation will only see your most recent submission.

If required this process can be repeated if the submission needs to be amended
again.



Q: How can | check to see if my response has been submitted?

A: When you click to submit your tender response you will see a confirmation
message on the screen, where you must confirm that you wish to submit your
response. This screen is shown below.

Submission Confirmation
Confirmation

Message

Are you sure you wish to submit your response?
This submission (version 2} will replace your previous response (version 1) submitted 04/05/2012.

Once you have submitted your response you will receive an email confirming its receipt.

If you do not receive this email please contact support by clicking the Q icon located at the top right of the screen.

Options

Submit Response

You should receive an email confirmation to notify you that you have successfully
submitted your response as well. If you do not receive this, then you should contact
someone at the organisation, as described above.

When this has been confirmed the screen will also show a status of submitted on the
right hand side.

Invitation to Tender Response Contact Support | Help 2 Logout

Rsspanss Infmation 5 =
Response Information F: View Audit History

. . Visitor History rcansc cpaars)

Version 2 submitted
04/05/2012 11:37:47

ubmission History

Versian Fdiwed
Attachmants 2 Currently Displayed
Atiachmonts 1 041672012 1132
There are curently 1 atachmentls) upluaded to you respunse Velp
Amached/Link Hame Size Date Uploadad Tendes/Quote /Questionnaire Information shows an avenvew of your general
East Midlands Rego 12K oumsrzotz T
Spacification Breokdovm (where available)shows the line #sms requested
and your prices charged for those iterms
Terms & Candibons
Terms & Conditions Attachments [where available) shows the attachments yau uploaded to your
tesponsa
Title Terms & Conditions (where available) shaws e st of lsms & condtions
& oo sived
Yes s
Options

-
Ve W

Finally, if you are unsure at a later date if you submitted successfully, then if you find
the response detail screen, it will clearly show in the status if this has been
submitted, and if it has been it will also show the time and date.

My Response

Status Submitted

Version 2
Supplier Ref No James
1

04/05/2012 11:37:47,

Attachments:
Submitted-



Q: What happens once | have completed my supplier application?

A: When you have completed you supplier registration, and submitted this then you
will receive an email that confirms this, and gives you a reference number for your
application.

The new application will then be checked by a contact within the procuring
organisation to ensure that it is not a duplicate account. It will be checked to see if
you already have a registration on the portal or if your company already has a
registration but with a different contact.

If it is a totally new registration, it will be accepted and you will get an email with
your system username and an email with your password. You can then use these to
log into the portal.

If it appears your company already has a registration you will receive details of this in
an email. This will include a reason for the rejection and the person at your company
to contact (if applicable). You then need to contact that person to add an additional
account.

If you have further issues then contact the organisation that has rejected the request
to enquire further. Details can be found in the rejection email or by clicking.

Contact Support |



