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Introduction
Coillte introduced the Supplier Management system in 2013 to fully integrate and implement an electronic  Purchase to Payment system including data management , e-tendering, contract authorisation, self invoicing and electronic payments system
Suppliers can use the system to complete all transactions with Coillte including:
· Register interest in doing business
· Maintain their master data and key documents
· Receive automatic notifications of Tenders 
· Bid online for work
· Accept and authorise contracts electronically
· Generate invoices eletronically based on work certified/goods supplied
Information Guide
The purpose of this guide is to give suppliers a step by step approach as to how to use the SMS to authorise and store contracts with Coillte for goods and services

Support 
If you require any help in accessing or using the Supplier Portal please contact the SMS support team whose details can be found on the Coillte Website www.coillte.ie
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                                                                       1.
                             Logging in and out of Supplier Portal

Logging In 
You can access your Supplier Portal via the link on the Coillte Main website see section 1.1 or by clicking on the following link
https://supplierlive.proactisp2p.com/Account/Login
Enter your email address as your Username and your password to open your Supplier Portal account
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Logging out
To log out select the drop down arrow on top right hand corner beside company name and click on sign out option to exit the system
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Forgot Username or Password
If you have any problems accessing the Supplier Portal please contact the SMS Support team or any member of the Accounts Payable team in Coillte at accountspayable@coillte.ie
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Contract Notification
Once a supplier is awarded a contract by Coillte following a tender competition etc. a contract document is generated by the Coillte Contract Manager and issued to the Supplier to authorise electronically via the Supplier Management System 
Email sent to Supplier from Coillte 
Supplier receives an email from Coillte notifying them that they have a contract pending for authorisation.
Supplier logs into Portal to view contract notification and the contract detail in the attachment and if they are happy to accept the contract they reply to the dialogue using legally accepted wording for contract authorisation as shown below
Contract Offer and Acceptance
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The Contract Administrator in Coillte is automatically notified when the Supplier has electronically accepted the contract and the contract is then authorised by the relevant manager in Coillte and is live and ready to be use

                                                                                        4.

Contract Storage
When you log into the Supplier Portal you will find a list of all your contracts with Coillte in the Contracts table
Click on this menu item 
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A list of contracts will display and you can access any contract detail using the show me arrows
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Sample Coillte Standard Contract
                                    [image: ]Contractor Name and Address

                                                               6.
[image: ]















                                                                           7.
image6.jpeg




image7.png
L3 () [[8 htps /v coteiesaboutcoilte/purchasing/supplier management system s/

9 - ¢ ][[@ coite: suppler Managem... x

File Edit View Favorites Tools Help

About Coilite
About Coillte

Frequently Asked Questions
Contact Us

Suggested Stes v 5] Signn 82 Suppler Portal Live §2 PROACTIS Buyer Portal §2 PROACTIS Buyertest 82 Prosctis Suppliertest §2 PROACTIS Buyer Prtal .

About | Coillte Coillte Coillte Careers  Contact
Home Coillte| Forest Panel Products Enterprise atCoillte Coillte

You arehere: About Colle > Purchasing > Supplr Mansgement System (SMS)

Supplier Management System (SMS)

Caoilte procure using moder technology that allows us to interact oniine with our suppliers and
sevice providers. This innovative technology is implemented via a Supplier Management
‘System: a paperless, web based and effective tool which aims to increase efficiency and

decrease cost for both Coilte and its Business Partners.

Coillte Supp

r Management System

Please use the link below to o to the Supplier Management System Portal. On the Portal go
to the register now section at the bottom left hand side of the page and complete the steps.
Please ensure that you select Coilte to do business with in the second section. Al this
information is available in the user uides should you require them.

‘W proactisplaza.com/SupplierPortal/2CID=coillte
Supplier Management System User G

Supplier Guides
SMS Support

‘Supplier Management System Support
Cedar House,

Moneen Road,

Castiebar,

Co. Mayo

Tel: 353 12011171
emai: sms.support@coilte.ie

Collite Supplier Management System:
itps:/wwny proactisplaza.com/SupplierPortalCID=collte:

QUICK LINKS

coillce
OUTDOORS

Access cards
available of

Coillte Supplier
Management System

Everything you need to know
about the Supplier System

Va =
Coillte Training
and Safety Courses

Find out more about the training
courses available from Coillte

Va =
Stakeholder
Newsletter

The latest Coillte stakeholder
newsletter is now available.





image8.png
82 titps./s

e e e e 0 - & ¢][2 pRoACT:S - Suppler Netw

Fie Edit View Favorites Tools Help

5 [ Suggested Stes = &) SignIn 82 Supplier Porta Live: § PROACTIS Buyer Portal 82 PROACTIS Buyer test 82 Proactis Suppliertest &8 PROACTIS Buyer PortalD... &) Home - Collte Audit 2014 3] Higher or Lower &1

SignIn Sign out successful
PROACTIS @

The Spend Control Company

Username Thisis usually your email address.

keamuscorry@hotmail.com x

Password

Don't have an account?

Have you been invited?

Access Code





image9.png
()] 82 nips:/5uppieust proactisp2p.com/Dashbosre t=True £ ~ @ ¢ [ 88 Dashbosrd - Supplier Netw... x 0 v &6

e v ) Signin 82 Supplier PortalLive: §2 PROACTIS Buyer Portal 82 PROACTIS Buyer test. &2 Proacts Suppliertest &8 PROACTIS Buyer PortalD... &) Home - Coilke Audit 2014 &) Web Sice Gallery +

coillce Supplier Network

Opportunities

Notifications 16

Proposed

|IfJ

Invoices

3

§:

Customer Customer Requests | Auctions Contracts

Relationships 2 0 O
0 y

@ K

Q.
fol)
5o}
<
@

®10% -

A eE® =@E ® 2]





image10.png
()] 82 nips:/5uppieust proactisp2p.com/Dashbosre t=True £ ~ @ ¢ [ 88 Dashbosrd - Supplier Netw... x 0 v &6

e v ) Signin 82 Supplier PortalLive: §2 PROACTIS Buyer Portal 82 PROACTIS Buyer test. &2 Proacts Suppliertest &8 PROACTIS Buyer PortalD... &) Home - Coilke Audit 2014 &) Web Sice Gallery +

coillce) supplier Network Seamus Cory »

Opportunities

Notifications 16

Proposed
Invoices

|IfJ

3

§:

Customer Customer Requests | Auctions Contracts

Relationships 2 0 O
0 ¥,

Q.
fol)
5o}
<
@

®10% -

O A lE®EE][®] 2]





image11.png
L3 () [[8 htps /v coteiesaboutcoilte/purchasing/supplier management system s/

9 - ¢ ][[@ coite: suppler Managem... x

File Edit View Favorites Tools Help

About Coilite
About Coillte

Frequently Asked Questions
Contact Us

Suggested Stes v 5] Signn 82 Suppler Portal Live §2 PROACTIS Buyer Portal §2 PROACTIS Buyertest 82 Prosctis Suppliertest §2 PROACTIS Buyer Prtal .

About | Coillte Coillte Coillte Careers  Contact
Home Coillte| Forest Panel Products Enterprise atCoillte Coillte

You arehere: About Colle > Purchasing > Supplr Mansgement System (SMS)

Supplier Management System (SMS)

Caoilte procure using moder technology that allows us to interact oniine with our suppliers and
sevice providers. This innovative technology is implemented via a Supplier Management
‘System: a paperless, web based and effective tool which aims to increase efficiency and

decrease cost for both Coilte and its Business Partners.

Coillte Supp

r Management System

Please use the link below to o to the Supplier Management System Portal. On the Portal go
to the register now section at the bottom left hand side of the page and complete the steps.
Please ensure that you select Coilte to do business with in the second section. Al this
information is available in the user uides should you require them.

‘W proactisplaza.com/SupplierPortal/2CID=coillte
Supplier Management System User G

Supplier Guides
SMS Support

‘Supplier Management System Support
Cedar House,

Moneen Road,

Castiebar,

Co. Mayo

Tel: 353 12011171
emai: sms.support@coilte.ie

Collite Supplier Management System:
itps:/wwny proactisplaza.com/SupplierPortalCID=collte:

QUICK LINKS

coillce
OUTDOORS

Access cards
available of

Coillte Supplier
Management System

Everything you need to know
about the Supplier System

Va =
Coillte Training
and Safety Courses

Find out more about the training
courses available from Coillte

Va =
Stakeholder
Newsletter

The latest Coillte stakeholder
newsletter is now available.





image12.png
{82 hitpsy/supplerust proactisp2p.com/Messagests=Contractio=80mmtuzy6bg3lsgte0dessim? £ - 80 82 Messages | Contract CONT...

Fie Edt View Favortes Tools Help
5 82 PROACTIS Central LogIn [ Suggested Stes v ) Signin 82 Supplier Portal Live §2 PROACTIS Buyer Portal §2 PROACTIS Buyertest 82 Prosctis Suppliertest §2 PROACTIS Buyer PortalD... ) Home - oilke Audit 2014 5] Web Sice Gallry =

Messages | Contract CONT1000522

Contract logue

From here you can view all messages you currently have with the customer. You can reply to existing messages using the ‘Reply to field below, or add a new message by clicking the "+ Message' button above.

coillce

Messages k1400318

4 k1400318 18 May 2014 @ 14

Seamus Corry, Coillte
& Seamus Corry

}¥¢ K1400318 Corry Forest Harvesting Ltd attachC ptthis
(1)

capacity and autt
2 Seamus Corry

18 May 2014 @ 15:06:33
j ve Contractor, Corry Forest Harvesting Ltd

I hereby declare and confirm that | have read and (have the legal capacity and authority to (accept the attached contract form for and behalf of the Supplier pursuant to the terms

Reply to

Mr Contractor +
Corry Forest Harvesting Ltd

a0k ]mE|o]e]

os @ %

) (1)

02/06/2016





image13.png
52 hitps /<upplicrust proactsp2p.com/ Messsges?a= Contractto-0mmtuzybbg3lsgtbidesem? £ - 80 82 Messages | Contract CONT...

File Edt View Favores Took Help
5 82 PROACTIS Central LogIn [ Suggested Stes v ) Signin 82 Supplier Portal Live §2 PROACTIS Buyer Portal §2 PROACTIS Buyertest 82 Prosctis Suppliertest §2 PROACTIS Buyer PortalD... ) Home - oilke Audit 2014 5] Web Sice Gallry =

Messages | Contract CONT1000522 Mr Contractor +

coillce

From here you can view all messages you currently have with the customer. You can reply to existing messages using the ‘Reply to field below, or add a new message by clicking the "+ Message' button above.

Messages k1400318

¥ k1400318 capacity and autt 3 a = z . A

& Seamus Corry

}¥¢ K1400318 Corry Forest Harvesting Ltd
(1)

& Seamus Corry

18 May 2014 @ 15:06:33
j ve Contractor, Corry Forest Harvesting Ltd

I hereby declare and confirm that | have read and (have the legal capacity and authority to (accept the attached contract form for and behalf of the Supplier pursuant to the terms
and conditions "

Regards
SCorry

Contractor

Reply to

a0k ]mE|o]e]





image14.png
()] 82 ntps:/supplierust proactisp2p.com/Dashboera £ ~ @ ¢ [ 88 Dashbosrd - Supplier Netw... x 0 v &6

e v ) Signin 82 Supplier PortalLive: §2 PROACTIS Buyer Portal 82 PROACTIS Buyer test. &2 Proacts Suppliertest &8 PROACTIS Buyer PortalD... &) Home - Coilke Audit 2014 &) Web Sice Gallery +

Mr Contractor +

coillce Supplier Network

Opportunities

Notifications 1 8

Proposed
Invoices

|IfJ

Invoices

19

§:

Customer Customer Requests | Auctions Contracts

Relationships O 0 4
0 y

Q.
fol)
5o}
<
@

®10% -

2

O h k] aE]|L]&]





image15.png
53
Sagked

g@ R e e oy 0~ @ & [ 8 Contracts - Suppiier Network %
Fle Edt View Favortes Tools Hep
5 82 PROACTIS Central LogIn [ Suggested Stes v ) Signin 82 Supplier Portal Live §2 PROACTIS Buyer Portal §2 PROACTIS Buyertest 82 Prosctis Suppliertest §2 PROACTIS Buyer PortalD... ) Home - oilke Audit 2014 5] Web Sice Gallry =

Mr Contractor +

col“ce Your Contracts Corry Forest HarvestingLtd

From here you can search for contracts that have been awarded to you by your customers.

Search by customer name, contract reference, name or number... v Filte

Reference Number Contract Name Customer Name Projected Contract Value Awarded Date Status ShowMe.
ERFX1000555 CONT1000683  IE 11 Pilot Test - Restricted tender - Corry Forest Harvesting Ltd Coillte EUR17,16260  11/03/201611:19 Not Active - Create Draft Contract in FIS o
K147777 CorryForest Harv Test Contract CONT1000573 | K147777 CorryForest Harv Test Contract Coillte EUR100000  05/11/201412:44  Active o
ERFX1000393 CONT1000563  Contract Test- Corry Forest HarvestingLtd Coillte EUR14000  25/07/201410:56 Not Active - Create Draft Contract in FIS o
K1400066 CONT1000534 k1400066 fENCING CONTRACT bALLA Coillte EUR500000  05/06/201409:43  Active o
k1400320 CONT1000528  K1400320 Corry Forest Harvesting Ltd Coillte EUR1500000 22/05/201416:02  Active o
k1400318 CONT1000522  K1400318 Corry Forest Harvesting Ltd Coillte EUR1000000 18/05/201414:34  Active o

a0k ]mE|o]e]





image16.png
File Edt View Window Help
Sign  Comment

Contract: Ki/1317

" acfties Services (Offce mince Matericls VAT23%)

2
2 CONTRACT DOCUMENT
To Caille Teo, Dublin Road
Newtownmountkeanedy, Co. Wickiow.
Having read carefully th atached Conditions of Contract entted "Canditions of Confract for th Fciltes Services (Office mince Materils
'VAT23%)for Coillte Teoranta", IWe agree tocarry out the work a defined t paragraph 1(c)of the conditons of contrac, i accordance.
‘it such condicion, at th priceset ut in the Woric Schedule and o enter into formal agreement with you to implemens the Contrac,
Dated he... wdayof.
Signed by or on behalf of the CONIIEIOY ... . who s duly suthorised.
Sereo Services Ireland Lid
| Woadford Court
ford Business Park.
Santry
Dublin 17

MEMORANDUM OF AGREEMENT made the.....4ayof.. ... BETWEEN Coilli Tearanta, Dublin Road,
‘Newtownmountkennedy , Co. Wicklow, (hercinafier called "the company” of he one part AND reland Lid of 1 We
Court, Woodford Busines Park, , Santy, Dublin 17, (hereinaftr clled "the contractor”) ofth other pars.

WHEREAS the contractor has agreed it the company o cary outthe wrk.

NOW THIS AGREEMENT WITNESSETH as follows:
1. Thisagreement shall not be binding on the company und it s has been duly signed at (5) below.

2. In this agreement words and expressions shall have the same meanings asare respectively assigned o thee inthe conditions of conract
hereinafier efered to.

3. The following documents indicated below shall be deemed t form and be read and consired as partof this sgrement:

) The Conditons of Contract 3) The Work Specifcatons
b) The Contact Document ) The Form of Tender

) The Site Development Plan

) The Work Schedule

) Insurance Questionnaie form

. In consideration of the payment o be made by the company 10 the contracor, the contracto hereby covenans o cary out the wark in
conformity inal respects with the provisions of the contract

IN WITNESS WHEREOF the pertes hereto have executed tis agreement ths day and year irs herein WRITTEN
Dayof ___ Twenty Fourteen
Recommendsd.for and on behalfof the company by. o is daly authorised.

Signed by or 00 behalf Of e CORIFAIOR..vrv S Who i duly authorsed.

5. Signed for and on behalfof the COmpEnY L. S— who is duly authorised.

Date
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Work Schedule: ~ RefNo: ~ K13/1317 Start Date: 01/11/2013  End Date:31/10/2014

Contract Line Details Job Description - Special Considerations

Contract | Op | SubOp | SP/MU/ Cost Work No. Net
LineNo | Code Code |ProjectRoad/ | Centre Unit Units Cost
Location Code

750 16 1255 0407 K 1JOB 1,000.00 1,000.00 . 1,230.00 | Facilities Services Office mtnce Materiels

750 l 16 1005 ] 0407 | 1JOB 1,000.00 1,000.00 | 23.00 1,230.00 | Facilities Services Office mtnce Matericls

1,000.00 1,000.00 I 23.00' 1,230.00 | Facilities Services Office mtnce Materiels

%

750 | 16 1042 0407 X 1J0B

750 1225 0407 X 1JOB I 1,000.00 1,000.00 I 23,00' 1,230.00 | Facilities Services Office mince Materiels

750 1253 | o407 . 110B

1,00000 | 100000 | 2300 1,230.00 | Facilities Services Office mtnce Matericls

750 1254 | o407 | oo 1J0B | 100000 | 1,000.00 | 23.00 1.230.00 | Facilities Services Office mince Matericls
2 750 16 1259 0407 1.00 130B | 1,00000 | 1,000.00 | 23.00 1,23000 | Facilities Services Office mtnce Materiels

25 750 1270 0407 1.00 1308 | 1,00000 | 100000 | 23.00 1230.00 | Facilities Services Office mtnce Matericls

26 750 1013 | o407 1.00 150B | 100000 | 1,000.00 | 23.00 1,230.00 | Facilities Services Office mtnce Materiels

%%
1202 | 0407 1.00 1JOB 1,000.00 | 1,000.00 | 23.00 1,230.00 | Facilities Services Office mtnce Materiels

1018 I 0407 1.00 1JOB l 1,000.00 1,000.00 | 23.00 1,230.00 IFacilili:s Services Office mince Materiels
VATZ%

Total Line(s) Value  28,000.00
Contract Value 20,000.00

© 42 & o E e = ® 00 "
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