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Introduction &2 PRBALK

The Spend Control Company

This manual is intended for all existing Coillte Supplier
Network Users

Instructions are provided on Contract Management within
the Supplier Network

Please familiarise yourself with the manual prior to
reviewing your contracts within the PROACTIS Supplier
Network



Why PROACTIS &2 BREACH

The Spend Control Company

e The PROACTIS Supplier Network is very easy to use.

e You can self register and maintain your own data,
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.



Why PROACTIS &2 BREACH

The Spend Control Company

On the Supplier Network you are able to;
e Search for sales opportunities
e Create relationships with customers
e Register an interest in opportunities
e Respond to opportunities online
e Create electronic invoices and get paid more quickly
e Communicate with your customers online



ender Award £ PREACT s

The Spend Control Company

Successful contractor(s) will receive a letter of tender offer
sent by emaill

Bank A . Two insurance
an_ ccoun declaration forms are
Terms and details attached:

conditions /7
1. Contractor’'s own

.
From: coillte @proacti Sent: Thu 18/12/2014 0¢

B e S broker insurance

Subject:

| Message |@Terms and Conditions acceptance form.pdf (47 KB} @Chams Insurance deduction scheme form.pdf (136 KB} @Bank account details form.pdf (176 KB} 1.1 surance Confirmation form, [2928]. Coi Ilte Chartis
insurance scheme

Dear Philip Pandhal,

I refer to your recent tender for the above competition, for which the evaluation process is now completed.

I am pleased to inform you have been selected as the successful tenderer designate, subject to the conclusion of contract under the terms and conditions of the tender documentation. If an I nsu rance form
The following four steps now need to be completed: . has not aI ready been

1) Using the dialogue function in the system please reply indicating acceptance or rejection of the offer. Also, pleassygdicate the type of insurance cover for the contract {own or Coillte AIG scheme).

agreement. This tax clearance status must be maintained for the life of the c@ntract.

service being
| the relevant d ts to the A ts Pg bqtellvered’ you mUSt

complete and
submitted.

2) Prior to contract agreement we will require the following (if not already provided):
An up to date Tax Clearance Certificate issued by the Revenue Commission must be provided prior to the conclusion of
A completed insurance declaration form (own or AIG scheme) to cover the service to be provided.
Bank account details, provided on company headed paper.
A signed declaration form accepting Coillte standard terms and conditions.

All relevant forms and instructions for above requirements are attached for downloading and completing.

3) Once complete, please upload the documents to SMS (use the Contract Management User Manual found on www.coillte.ie and then forw
accountspayable@coillte.ie and include the category manager on the e-mail (see address below).

Please complete the above within five working days, otherwise this offer will be withdrawn and offered to the next highest scoring tenderer.

This letter is without prejudice to Coillte, does not purport to create a legally binding relations and no legitimate expectation may arise there from.

Yours Sincerely,

Instructions
within Letter of
Offer




Tender Award &2 PRBALK

The Spend Control Company

The contractor(s) must then ensure they have all relevant
details in order to deliver the service;

 Insurance,
« Tax Clearance Cetrtificate,
« Bank Account detalls.

Once complete Contractor(s) details must be updated within
SMS where a message must be sent to Coillte accepting
the letter of offer



% PROACTIS

The Spend Control Company

Updating Contractor detalls

Complete the required forms and then Log into the Supplier
Management System (SMS) and upload the information, as
follows:

Copy / type the link into your internet browse

To enter the PROACTIS Supplier Network

sign coillce)
Organisation ID @ \;\\‘\‘«,
| LR
© D
Password - (f‘ ‘ » &
Forgotten login details? }1

Feel free to
view  Public
Opportunities



https://www.proactisplaza.com/SupplierPortal/?CID=coillte

Updating Contractor details S8 PROACTIS

Step One
Sign In requires you
to sign into
the Supplier
Network

SignIn

Don't have an account? Sign up -
Organisation ID
Have you been invited? .
y Login Name
Access Code
s
FAQs | Cookie Policy | Legal | Help Contact Us

. Forzotien login details?
#*) SignlIn




Updating Contractor details S8 PROACTIS

Navigate to "Your Business’

Click on
your name
Supplier Network
I Your Busines
Opportunities Your Transactions
e 0 Your Subscriptions
Notifications
1 54 Change Password Se|eCt ‘YOUI’
signout Business’

Orders Invoices

41 8@9

&



% PROACTIS

The Spend Control Company

Updating Contractor detalls

Enter the Documents Library Select Documents'to
intain you

document library

Your Business

( About You Addresses Users What You Sell Documents Preferences

>

Clicking on the
PROACTIS Tool
tip provides
information on
the requested

Organisation Details

fields

Organisation ID * Organisation Type * @
Public Company
Organisation Name % o
Yorkshire Purchasing Organisation Limited Liability Company
Registration Number @ YOU can
Partnership . .
Not Applicable maintain your
VAT Number @ Sole Trader Business details
here




Updating Contractor details @ﬁﬁ&i&%ﬁs

e Spend Control Company

To ensure you have all relevant details in order to deliver the
service please either;

- Add new updated documents to your existing library

OR

« View and if required amend existing documents within
your library.

Both options are described here



% PROACTIS

The Spend Control Company

Adding a document

Select to Add a document

Select ‘+ Add
Document’ to
; Paul S linski
Your BUSIness Yorkshl'rePur?l‘l;:lsin:g?gl;nilggm: v e upload the
relevant form

-

‘ . .

About You 1 Addresses 1 Users W What You Sell W Preferences
>
Search by document name... == Add Document

b

. Visible to all
MName Type Last Changed Expires In Customers Show Me
AMNDY TEST 30/06/2011
Matt Expired «

g ? 16:16:32 . o
TEST Emplovers Liability Insurance 29/03/2011

Py ty Expired J o
IMAGE Certificate 11:49:13



Adding a document

% PROACTIS

The Spend Control Company

Enter the document specific information

Your Business

About You Addresses

What You Sell

== [ Pystieh
Documents Preferences «
\ e.g. “Tax

4

AN AN
p 2
New Document

Please be aware that all your customers will be able to see this d

Name

Type
Employers Liability Insurance Certificate

[Expiry Date

S -.. N

Enter the expiry date of
the document if
requested

Paul Szypulinski + @

Yorkshire Purchasing Organisation

Enter the
Name of the

Clearance
Certificate”

@ Attachfile.. Ordraganddrop a file here

Select from the drop down menu
the document. If there is not a
suitable option available select
“generic document”




Adding a document

% PROACTIS

The Spend Control Company

Select a document and upload

(D sttachiile..  Ordragand drop a file here

Either select ‘Attach’ file
and select a file to
upload or drag a file and
drop it into the area

— Click ‘OK’ to

e

Your Business Paul Szypulinski + ©
Yorkshire Purchasing Organisation

‘ Addresses ‘ Users ‘ What You Sell “ Preferences p 2

4 ‘ About You

complete the
upload

The file is added
to your
document library

Search by document name... Q Searrh

- Add Document

T Expires In el Show Me

Customers

Mame

Tax Clearance 12/01/2015

. Generic Documents - l
Certificate 12:19:16

ANDY TEST Matt ENEHE Expired v o
g E) *pire
16:16:32

Employers Liability Insurance 29/03/2011
TEST IMAGE ploy v Expired v
Certificate 11:49:13

i




Editing a document

% PROACTIS

The Spend Control Company

If editing / updating existing documents select to amend

% Your Business

4 ‘ About You

‘ Addresses

| Users

| What You Sell ‘| Preferences

Paul Szypulinski + @

Yorkshire Purchasing Organisation

Select ‘Show
’ Me’ to edit an

Search by document name...

Mame

Tax Clearance
Certificate

AMDY TEST g

TEST IMAGE

Type

Generic Documents

Matt

Employers Liability Insurance
Certificate

Last Changed
12/01/2015
121916

30/06/2011
16:16:32

29/03/2011
11:49:13

existing
== Add Document document
Expires In \‘gii:;l:rzzil Show Me

v

Expired J e
Expired J o



Editing a document

% PROACTIS

Select to edit

Your Business

( | About You H Addresses H Users H What You Sell “ Preferences ‘ )

Search by document name...

MName Type

Tax Clearance .
Generic Documents

Certificate
MName Type Download
Tax Clearance Generic
Certificate Documents

Last Changed Expires In

12/01/2015
12:19:16

File Name
Phil todo.xlsx

Paul Szypulinski + @)

Yaorkshire Purchasing Organisation

The Spend Control Company

o= Add Document

Select ‘Edit’ to
make
amendments

Visible to all
Customers

v

mé

Documents may
be removed by
selecting
‘Delete’

You can view the document by
double clicking and then opening
the document icon




Editing a document

Make and save the amendments

Environmental Assessment Environmental Assessment 12/2/2014 10:59:15 AM - g !

o

Amend the
Name if
required

EQEQ PROACTIS

€ The Spend Control Company

e

Name MNew File

Not environemtnal Assess
@ Attachfile.. Ordragand drop a file here

Type
Environmental Azsessment

Expiry Date

® Cancel

o =

Amend the Expiry
Date if required

Add a new document if

Once changes
have been made
please select ‘OK’
to save the
changes

required by attaching or
dragging the file here




Editing a document

% PROACTIS

The Spend Control Company

Changes are reflected in you document library

Your Business

( ‘ About You H Addresses

‘ Users ” What You Sell “ Preferences

The file is added
Paul Szypulinski + @) to your
Yorkshire Purchasing Organisation .
document library

>

Search by document name...

s Add Document

. Wisible to all
M r
ame ype Last Changed Expires In —— Show Me
E—
Tax Clearance . 12/01/2015
. Generic Documents J
Certificate 13:43:30
AMDY TEST Matt 30/06/2011 Expired
a Hpire; «
£ 16:146:32 o
Emplayers Liability Insurance 29/03/2011 .
TEST IMAGE = Expired v
Certificate 11:49:13



Accepting tender award S8 PROACTIS

Once detalls are in order the contractor must reply to either the
accept or reject the tender letter of offer as follows;

Select
‘Opportunities
- from the Supplier

COi"Cé Your Portal Dashboard

| 28
Opportunities

Notifications 13 Auctions

80
<0




Accepting tender award

2 PROACTIS

€ The Spend Control Company

Find the Opportunity that you have been offered by Coillte

Use the ‘Filter’
and ‘Search’
functions to
find the
Opportunity

COi“@ Your Opportunities

From here you can you review the requests een sent to you by buyers and create responses.

Selective Tender

Closing Date From Respons
- Any

e Status

Registered Interest?

Announcemen t Type Any
Any
Reference Customer Name Title Typ
1001016 Coilite Philip - Selective Tender Test Private

oThe opportunity
| is displayed here

Include Elapsed?

Closing Date

30/08/2013 16:56

Philip Pandhal ,
Philips Supplies

Select ‘Show Me’

=

Time Remaining Show Me

Elapsed o




g”g PROACTIS

The Spend Control Company

Accepting tender award

Create a message

Your Response | 1001017
cmll@ ponse |

- Messages

Select ‘Message’

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.

< ‘ Items ‘ ‘ Questions ‘. ‘ Attachments | > C re ate yo ur
About You response
Use this text area to provide more information about yourself I n d I Catl n g
either
acceptance

/A Request Overview

or rejection

There are currently no messages between you and the buyer. Please enter a subject and text b

Subject

Selective tender for IT services

Text

attached or
‘dropped’
v — here

Dear Coillte Category Manager

I would like to thank you for your email and take this opportunity to formally accept your offer

Kind Regards

@ Attach files  ...or, drag and drop files here

‘ Send Message i Cancel

Select ‘Send Message’




Accepting tender award R IROACTIS

i

Messages are
Messages Posts for 'Selective tender for IT services' dISpIayed as a
list and can
R setctvetenderfor T senies Phiis Pandinl, hilps Susmlies < viewed
started by Philip Pandhal Dear Coilite Category Manager

I would like to thank you for your email and take this opportunity to formally accept your offer
Kind Regards

Phil

i

Messages are date
Reply to Post and time stamped

ANN

Messages can be
replied to here




Accepting / rejecting contract offer S TROACTIS

The next step In the process is receiving an electronic copy of
the contract on SMS.

A notification email will be received once the document is
Issued on SMS. The emall contains a link to the system to log
on.

Sign In

Organisation ID
Login Name
Password

g Eorzotten lozin details?
+) SignlIn




Accepting / rejecting contract offer S TROACTIS

Enter Notifications
Select

‘Notifications’

Philip Pandhal
Philips Supplies

c0|||ce Your Portal

Opportunities
Notifications 13

Auctions

Contracts

81

<0



Accepting / rejecting contract offer

% PROACTIS

The Spend Control Company

The Notification will be displayed at the top of the list

coillce) your Notifications

From here you can view your notifications and take action if needed.
Customer Notification

Coillte New Message Notification

coillce Your Notifications

From here you can view your notifications and take action if needed.
Customer Notification

Coillte New Message Notification

New Message Notification

Contract 'PROACTIS Buyer Portal: https://PlazaUAT.ProactisP2P.com;”
You have a new message from '1001016".

. , Philip Pandhal
Select ‘Show Me Phiips Supplies

Raized On Show Me

18/12/2014 10:25:29

Philip Pandhal
Philips Supplies

Raised On Show Me

14/12/2014 10:25:29 o

Select ‘View’




Accepting / rejecting contract offer o8 LRI

Messages | Contract K1000067 Philip Pandhal
coil@ Philips Supplies
Review the
From here you can view all dialogue you currently have with the buyer. You can reply to existing messages using the 'Reply to Post’ field below, or add a new message by clicking the '+ Message' button
sbove. message
Messages Posts for 'K1401535 Philip Supplies Contractor Ltd'

18 December 2014 @ 10:25:27

1 K1401535 Philip Supplies
Seamus Corry, Coillte

Contractor Ltd

Dear Contractor,
Started by Seamus Corry

| attach Contract number K1401535 for authorisation. If you the Supplier accept this contract form please ~"..x on REPLY option
and insert into the dialogue box the following sentence:

Review your
electronic

“I hereby declare and confirm that | have read and (have the legal capacity and authority to) accept the (attached) contract
Form, for and on behalf of the Supplier, pursuant to Coillte’s terms and Conditions.”

If you have any query regarding the contract please contact the Coillte Contract Manager Lorcan Harrison.

Eﬁrpk\’clu, J CO py Of the

Coillte Contract Administration CO n tract (T h e

Tip: You can copy and paste the legally accepted wording above to save you typing it all out.

attachment)

K1401535 Philip Supplies Ltd.pdf

Reply to Post

@ Attach files ~ -..0r, drog and drop files here




Accepting / rejecting contract offer $8 PROACTIS

Reply indicating
whether you
accept or reject
the contract offer

Reply to Post

To Coillte Contracts Authoriser

N
“I hereby declare and confirm that | have read and (have the legal capacity and authority to) accept the (attached) contract Form, for and on behalf
of the Supplier, pursuant to Ceillte’s terms and Conditions.”
Regards b

@ Attach files  .-0r drag and drop files here

o
Files can be ﬂ
attached or

‘dropped’
here

Select to Send




Accepting / rejecting contract offer S TROACTIS

Messages Posts for 'K1401535 Philip Supplies Contractor Ltd'

All messages

| attach Contract number K1401535 for authorisation. If you the Supplier accept this contract form please dick on REPLY option and insert into are d i S I a e d
the dialogue box the following sentence: p y

1 K1401535 Philip Supplies Contractor

Ltd “I hereby declare and confirm that | have read and (have the legal capadty and authority to) accept the (attached) contract Form, for and on aS a I ISt an d

behalf of the Supplier, pursuant to Coillte’s terms and Conditions.”
Started by Seamus Corry

If you have any query regarding the contract please contact the Coillte Contract Manager Lorcan Harrison. ' Can b e
Thank You, 1 d
> Vviewe

Coillte Contract Administration

Tip: You can copy and paste the legally accepted wording above to save you typing it all out.

K1401535 Philip Supplies Ltd_pdf

18 December 2014 @ 10:36:30
Philip Pandhal, Philips Supplies

To Coillte Contracts Authoriser
“| hereby declare and confirm that | have read and (have the legal capacity
behalf of the Supplier, pursuant to Coillte’s terms and Conditions.™
Regards

Phil

ity to) accept the (attached) contract Form, for and on

o Messages are date
Messages can be and time stamped
replied to on screen




Next Steps S8 PROACTIS

The contract will now go for internal approval at Coillte

Once the contract has been approved / rejected you will receive
notification from the Category Manager informing you of the
contract status



General Contract Management SQPROACTIS

The next section form you of the following;

- Reviewing your contract
« Contract Messages



General Contract Management S TROACTIS

Review your contract Select ‘Contracts’

Philip Par
Philips 5

coillce Your Portal

Opportunities
Notifications 13 Auctions

81

Contracts

<0

Orders Invoices

0 0
D



Contract Management S8 PROACTIS

Enter ‘Contracts’ \éiew all of your
ontracts held

within the
PROACTIS
Supplier Network

COi"CE Philip Pandhal o
Philips Supplies
) Your Contracts
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... Q, Search | % Filters

Reference Mumber Contract Name Customer Name Value  Awarded Date Status Show Me

Test Kl K1000092 Test Kl Coillte EUR100.00 16/10/2013 17:00 Completed o

1001016 K1000067 Philip - Selective Tender Test Coillte EUR 10,100.00 = 02/09/2013 09:32 Active o



Contract Management

Search for your contract(s)

Enter a key search
word and then click
‘Search’

caillce Your Contracts

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

Click ‘Filter and use the

parameters to search, then
click ‘Search’

Contract Status
All -
All
Cancelled
Active
Suspended
Completed

&/’? PROACTIS

€ The Spend Control Company

Use the search
and/or Filter
function to find
the Contract(s)

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

Contract Status
All v
All
Cancelled
Active .

TEST 2 - AguaPoint Ltd
Suspended

Contract Name Customer Name

Acme PLC
Completed

o

Contracts are displayed including information
such as the Reference, Number, Name,

Customer, Date, Contract Status and
Customer

Value  Awszrded Date

GBP 3000 24/11/2014 11:58

YA

Sally Adams «+

AgquaPoint Ltd

Status Show Me
Active 0

Contract Status’ are
controlled / owned
by the Customer




Contract Management

% PROACTIS

The Spend Control Company

Open the Contract

coillce Your Contracts

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...

Contract Status

All v

Reference Number Contract Mame Customer Name
10077/R 30045/C v5 TEST 2 - AquaPoint Ltd Acme PLC

Sally Adams

AquaPoint Ltd

Value = Awarded Date Status Show Me

GBP 3000 24/11/201411:58 Active

Show Me

©

Once the Contract is
displayed click ‘Show
Me’




Contract Management

. Contract
Contract Detalls Details  are

displayed

Contract Status
Al ’ onscreen
Reference MNumber Contract Name Customer Name Value = Awarded Date Status Show Me
10077/R 30045/C v5 TEST 2 - AguaPoint Ltd Acme PLC GBP3000 24/11/201411:58 Active o
Start Date Purchasing Contact
24 November 2014 Steve Adams
Delivery Address Contact Address
The Water Centre Arme Plc
York Road Business Park Riverview Court
Malton Castle Gate
YOI17 6YD Wetherby
UNITED KINGDOM Morth Yorkshire
L522 6LE
UNITED KINGDOM

Column headers such

as Value, Status,
Name, references etc.

can be used to sort
o N Contracts

Contract Dates,

Contact(s), Delivery Messages can be sent to

Address(es) and the customer and are

values are visible received from the
customer specific to this
contract




Contract Management S8 PROACTIS

Contract Messages To send or view

messages specific to this

P Messages < contract click on
‘Messages’
coil@ Messages | Contract 30045/C NeW messages PreV|0us message!sﬁ‘?g"";
<€ Contract IIE4£ can be Created can be Vlewed

From here you can view all dizlogue you currenthy have with the buyer. Yiou can rephy to existing messages using the 'Replhy to Post' field below, or add a new message by clicking the '+ Meszage’ button above.

Messages Posts for 'Contract Dialogue' //

) Contract Dialogue

24 November 2014 @ 12:05:32
S s Adms Steve Adams, Acme PLC
Well done See attachment M ESS ag es
_ e can be

Phil .

Files can replied to

be w3 Internal.doc

attached Reply to Post

ach files L
A Click_here =]
to send

files




PROACTIS Supplier Manuals S8 TROACTIS

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)



