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This manual is intended for all potential and existing Supplier
Network users

Instructions are provided on how to respond to an invitation
to register on the Supplier Portal

Please familiarise yourself with the manual prior to
registration
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e The PROACTIS Supplier Network is very easy to use

e You can self register, maintain your own data and
downloaded documents

e Submit tender responses electronically 24 hours a day,
[/ days a week

e Tenders lodged electronically do not incur postage or
courier costs

e You receive automatic confirmation that your response
has been received

e You can search the database for awarded contracts as
a means of identifying potential business leads
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No special equipment or software is needed - just internet
access.

The portal works best on the following web browsers:

e Microsoft Internet Explorer 9, 10 and 11
(in compatibility mode)

e Google Chrome

e Safari

e Firefox



TYPE A: | have been invited

% PROACTIS

The Spend Control Company

You have received an email with a request to register
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Reaguest from Acme PLL
Dear Supplier,

We are mnplementing a new Suppler Portal that will allow us to manage our suppher base mon
sumple wizard asking vou for basse sformatson. This process should take under five munutes

Once regustered on the Portal, you will have access to Jots of great benefus

http Socalhost SOR0'Accoumt/ Activation Index"Mod = 1 &CID=ACME & Code=99%24514¢

Click on the link
within your email
OR

Copy/type the link
into your internet
browse

Your Usique Access Code: 9085 e

ond Regards,

Anne Smth

Take note of the
Unique Access
Code as this is
needed to sign into
the Supplier Portal
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Feel free to
view Public
pportunities

Login Name

f igr:atlior:m COiI!_@ ,

Password

. Forgotten login details?
%) Signin

Don't have an account? Sign up

Have you been invited?

Access Code
\
FAQs  Cookie Policy Legal Help ContactUs
Enter your

access code and
Click ‘Go’
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Registration requires the completion of 9 simple steps

Organisation
Details

Region

User

Details

Contact
Details

Finish

Additional
Data

Address
Details

Classifications
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Step One: Organisation Detalls

I - [ i Orranisation Details
CDI"@ Buyer Invitation | Organisation Det
# Document (1]

oy LI information.

15 Bagintrwbion: Typs

Step One
requires the
population of a

— number of fields
/ related to your
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Fields depicting a **’ are
mandatory and must be complete

organisation

Please ensure
you have read all
the documents
provided
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Step Two: Additional Data

coi“@ Buyer Invitation | Additional Data

Additional Data

Geographical Scope:

Local

Supply Category:

SuboanWaste Collection

MNumber of Employees:
Factoring Comparmy:
15014001

Please pick from list

1509001:

Subcontract Collection?:
=

Third Party Dispasak
I

Step Two requires
the population of a
number of
additional fields

related to your

Sort Code (BACS):

Bank Account No. (BACS):

International Bank Account Number:

Annual Turnover:

I Mo. (CIS Only):

Exor #Ref:

Is the contractor insured?:

Type of Insurance Policy:
Third Party Liability
Insurance Number:

Insuramce Date:

Incorporation Date:

organisation

Please note the fields
may vary depending on
the organisation who has
invited the registration
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Step Three requires

. . the selection of
Step Three: Region Geographical
Regions which your
company can supply
to. You must select at
least one

[:Di“@ Buyer Invitation | Region

AT EY - {0

<]
N TN
These can be amended at a
later stage. The information Selections can be
will be used to gain a better made / amended
understanding of your using the arrows
geographic coverage
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—

Step Four: Address Detalils Step Four requires the
entry of address

details and types for
your organisation
COi"@ Buyer Invitation | Address Details

Organisation Addr BSSES
Address

&5 Test Road, Test Towm, Test City, Testington, T21 0BE, UNITED KINGDOM

=4 AddAddress

o Click the pencil icon to
amend the General
(Registered Company
Address) Addresses
can be added
here

You can amend these at
any point in time by
selecting “Your Business’
once you have registered
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Step Five: Add / Amend User Details

Step Five requires
the entry of user

address details for
CDi"@ Buyer Invitation | User Details / yOUI’ Ol‘ganisa'[ion

JHERN - BnnnL

Organisation Users

. Geners ;o | Payment .
Emaildddrass e Pr:\cu:nzm Sales Contact Contact Action

N v v v v O

‘= AddUser

o Click the pencil
icon to amend the
ADMIN user details

You should specify the type of contact the
user is. It will be your responsibility for the

maintenance of any users.
Users can
: be added
If a user leaves your company you will need
: : here
to ensure you disable their account.
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Step Six: Add Classifications

Step Six requires
the addition of

i

SE3IPL00 - Profesabonal BBy insorance services e
FISe000d Comgter-relatnd profeisional servides x|
F4000000 : Architechoral; enginesring: constraction; lepal; sccounting snd other profestionsl services
THRO0000 - Profeslonal pervioss for the gas Industry
e r
b

(Al

Selections can

| _ product/service
collltyﬂ“‘f“"w'“"u"-- | classifications
€ >

You MUST select at least one
Product Classification

(Classifications can be added or
amended within the Supplier Portal)

The information will be used to
match your business to relevant
Opportunities, therefore try to be as
accurate as you can when selecting
Product Classifications

be made /
amended using
the arrows
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Step Six Continued: Add Classifications

i

CPV codes are designed to help
procurement personnel to classify
their contracts consistently and
correctly and to help suppliers find
the notices which are of interest to
them by using a standardised
vocabulary

You can enter a keyword into the
search function and the system
will return all codes containing that
word. Please select the most
appropriate.
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Step Seven: Primary Contact Detalls

Step Seven requires you
to review your personal

cui“cé Buyer Invitation | Primary Contact Details details and to input some

| details
{|'_12 3|¢“_=- & .3|)
Primary Contact Details
Organization Mame o
Login Name Please ensure data entered is
s accurate as this will be used for
P correspondence and notification of
Sumname + Opportunities
Test
Email Address: %

sender@salesvmicom

Telephone Mumber
123454739
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Step Eight: PROACTIS Terms & Conditions Step Eight requires

you to review the
PROACTIS User
License

CDi“@ Buyer Invitation | Terms and Conditions

Terms and Conditions

PROACTIS GROUP LIMITED
USER LICENCE

YOU MUST READ THE FOLLOWING BEFORE CONTINUING

he use of the software pravided by PROACTIS Group Limited is subject ta the fallowing User Licence. Yau must carefully read through the User Licence. By acoepting the License you confirm that vou have read the User Licens= and that you azree to be bound by the terms and conditions of the User Licence at all Smes. Fyou are scoeating the User
- y & - o

o nat sgree to be bound by the User Licence youwill not be able to sctivate and use the Saftware.

1. Definitions and INTERPRETATION

B2 have read and understood fhe Terms and Conditions for using fhe Sunpiier Network

Lelw)

o

If you would like further information
Once reviewed if you are on PROACTIS then please visit
happy to proceed ensure their website

you select the box



http://www.proactis.com/
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Step Nine requires you

Step Nine: Finish o review  your

Organisation ID and
enter a password

CDi"@ Buyer Invitation | Finish /

Your Login Details

Organisation Mame Mew Password % @

" Complete Registration

Please take note of your Password as
this will be required to Log In in the

future. Once  complete
please select

Your Username and ID will be emailed ‘Complete

to you Registration’




2 PROACTIS

TYPE A: | have been invited

Email Recelved: An email is

received

H = Supplier Metwork Registration Validation - Message (HTML) . . ? EH - 5
h EssaGe confirming your

registration

—~ . o~ [ o C - e ¥ .
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< > EJ Team Email v Done _,fﬂﬂ OneMote [E] Related -
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&g Junk 7 AIIJ EE Mare Q‘. Reply & Delete ¥ Create New - . [F Actions ~ Unread o Up~ - [} Select -
Delete Respond Quick Steps [P Maove Tags [P Editing Zoom

Wed 10/12/2014 10041
sender@salesvm.com
Supplier Network Registration Validation

To  Phil @fake.com

You have been sent this email because vour Organisation has just registered on the Supplier Network website. Any buying organisations that vou have attempted to engage with are aware of vour interest

and may be in contact in due courze.

To access the portal use the details below along with the password which was set during registration:

Organisation [D: PTESTSUPPLIER
Osganisation Name: Phils Supplier
Primary Contact Name: Philip Test

Logm Name: ADMIN
Supplier Network website URL: http:/localhost:8080/7cid=ACME o
If vou have forgotten vour password please click here CI | C k on th e I | n k to
o enter the Supplier
Portal

Please keep this email as it

contains your sign in details
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e Registering on the Supplier Portal (Invited by Customer)
e Registering on the Supplier Portal (Self Registration)

e Changing my Organisation details

e Registering an interest in a tender opportunity

e Responding to a tender opportunity

e Locating / Amending a tender opportunity response

e Invoice Management

e Contract Management

e Password Management (Forgot or Amend)

e Frequently Asked Questions (FAQS)



