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This manual is intended for all existing Supplier Network
Users

Instructions are provided on how to change organisation
detalls

Please familiarise yourself with the manual prior to amending
organisation details
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« The PROACTIS Supplier Network is very easy to use.

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

- Submit tender responses electronically 24 hours a day, 7
days a week.

- Tenders lodged electronically do not incur postage or
courier costs

 You receive automatic confirmation that your response
has been received.

« You can search the database for awarded contracts as a
means of identifying potential business leads.



2 PROACTIS
W h y P R OAC T I S K>/\§ The Spend Control Company

On the Supplier Network you are able to;

« Search for sales opportunities

« Create relationships with customers

« Register an interest in opportunities

« Respond to opportunities online

- Create electronic invoices and get paid more quickly
« Communicate with your customers online



% PROACTIS

The Spend Control Company

Changing my organisation details

Copy / type the link into your internet browse
https://www.proactisplaza.com/SupplierPortal/?ClD=coillte

To enter the PROACTIS Supplier Portal

Feel free to view
Public
Opportunities

_—

Login Name

fign:a:or:m COiI!_@ A
| , j-j:(]A N\ :

. Forgotten login details?
%) SignIn

Don't have an account? Sign up

Password ; (")
S

Have you been invited?
Access Code


https://www.proactisplaza.com/SupplierPortal/?CID=coillte
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Changing my organisation details

. Step One
Step One: S|gn In requires you to

sign into the
Supplier Portal

Sign In
prganisaﬁon 1D

Login Name

Password

. Forgotten login details?
=) SignlIn
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Changing my organisation details

Step Two: Select “Your Business’ from the drop down

Sally Adams A
AquaPoint Ltd

Hi, Sally!

Your Business

Your Transactions

Cﬂill—Cé) Your Portal

Opportunities
Notifications 3 Auctions

6 0

Change Password

Contracts Sign out

N

O,
<0 X <
0O _ 0 @
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Changing my organisation details

Step Three: Review / Amend Details ees you 1o
Navigate through
the options to
amend the required

" Your Business details
:udl@

| Your Addresses ‘ Your Users ‘ What You Sel H CI5 Information ‘ Your Preferences )
Organisation Details
Organisation 1D s Organisation Type * (1)
Public Company
Organisation Mame #
AguaFaint Lid Limited Liability Company
Registration Number @ .
Partnership
Mot Applicable
VAT Mumber @ Sole Trader
TBF405TTE i . - '
Not Applicable Limited Liability Partnership
DUNS Number @
Government Body

Mot Applicable
Third Sector
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EﬂlIID Your Business

Amend /
Review your
organisation
details here

< ‘ Your Addresses H Your Users H What You Sell | &

Organisation Details

Organisation |D *

'_QL—.

Organisation Name *

AquaPaint Ltd

Registration Number @

VAT Number @

789403776

DUNS Number &

Not Applicable

MNot Applicable

Not Applicable

Organisation Type * @
Public Company
Limited Liability Company
Partnership
Sole Trader

Limited Liability Partnership

Govel o Body
Third =%

Fields depicting a
are mandatory and
must be complete

i*’
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Amend /

organisation
Your Business
c0|||9

Add reSS(eS) Sally Adams
here

J Your Addresses You W hat You 5 >
Auddresa Deiaaly
A3 E rupd Bertiyty
Theh Witad Caritra, 'Wiarle R B P, MRz, YOAT S0, UNITED KOMGI0M ( @

Click the Pencil icon to amend the
General (Registered Company Address

Address Details
-| Contact Details “ Address Types |
Property Name/NMumber Town
The Water Centre Malton
o Addresses can be added here
Address Details
Address 2 % Postcode % 8
-| Contact Details ” Address Types |
Address 3 Country
roperty Name/Mumber
Address 4 Bactiver
Address 1% County #
Address 2 % Postcode #
Address 3 Country

Address 4




Your Users

Your Users

- Your Business
cm"@
(1 50w |

&

User Details

Full Ngmg

Salty Agams

Click the Pe

ncil Icon to
Amend / Review your

Organisation User(s) here

Add/Amend User

User Details ‘ Contact Type

Login Name % Telephone Number
ADMIN 0800 30900502

First Name Mobile Number

Sally
Surname % Fax Number

Adams
Email Address: % Address:

supplier@salesvm com

The Water Centre, York Road Business Park,.. v

Language

To change your password please enter the required passwi

English {Default)

cord in the fields below:

New Password (&) Repeat Password

Leave blank o kesp existing password.

Force password change at next login?

CEmCEE

Amend

Review  your

organisation
User(s) here

/

Ganaral '
et Pradurament
. Contact

v v

PROACTIS
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Sally Adams

Pyt

Sale Cornact Acsian

W

Users can be added here

Add/Amend User

User Details | Contact Type

Login Name #

First Name s

Surname

Email Address:

Telephone Number %

Mobile Number

Fax Number

Address:

The Water Centre, York Road Business Park... =

Language

Engish {Default}

Contact

v ©

M Save | ¥ Cancel




What You Sell
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What You Sell
“ Your Busmess
c)

Product / service
classifications can be
added / amended here

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.

Added

Selections can
be made /
amended using
the arrows

You MUST select at least one
Product Classification. The
information will be used to match
you to relevant Opportunities
therefore try to be as accurate as
you can when selecting Product
Classifications.
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“ Your Business -
coi E')
Y ... |

Click Save

-

Your Addresses

Your Users 1 What You Sell l)

b, b,

Notification of the
save is displayed
on screen
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« Regqgistering on the Supplier Portal (Invited by Customer)
« Regqistering on the Supplier Portal (Self Registration)

« Changing my Organisation details

« Registering an interest in a tender opportunity
 Responding to a tender opportunity

* Locating / Amending a tender opportunity response

« Invoice Management

« Contract Management

« Password Management (Forgot or Amend)

« Frequently Asked Questions (FAQS)



