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Introduction

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

Instructions are provided on how to submit a response to a Tender
Opportunity *

Please familiarise yourself with the manual prior to creating a
response to a tender opportunity

*Please Note: If you have not been directly invited (by email) you must Register an interest first
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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.
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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
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Responding to a Tender Opportunity

If you have not been directly invited you must Register an
Interest before responding

For further support please see the PROACTIS Supplier Guide
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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
rtunities

Sign In

Organisation ID

Login Name

. Forgotten login details?
%) SignIn

Don't have an account? Sign up

Have you been invited?
Access Code



https://www.proactisplaza.com/SupplierPortal/
https://www.proactisplaza.com/SupplierPortal/?CID=coillte
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Responding to a Tender Opportunity

Step One
requires you to
sign into the
Supplier Portal

Step One: Sign In

Don't have an account? Sign up

Sign In
Qrganimﬁon 1D

Login Name

Have you been invited?

Access Code

P okie Policy | Legal < Help Contact Us

Password

. Forgotten login details?
%) Signln
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Responding to a Tender Opportunity

Step Two: Enter ‘Opportunities’ t%"Ck O\,ﬁfxrwniti:\ﬁ

Opportunities
available to you

Sally Adams
AguaPoint Ltd

Your Transactions

Opportunities | | ettty
Notifications 1 Auctions

6

Signout

Contracts

Invoices

0

N



Responding to a Tender Opportunity

Step Three: Find the Opportunity

Enter a key search
word and then click
‘Search’

CDi“@ Your Opportunities

From here you can you review the requests that have begn gght to you by buyers and create responses.

Search by customer reference, title or customer name..

Closing Date From Response Status

P Any

Registered Interest?

Announcement Type Any
Ary -

Reference Customer Name Title

20054/T Acme PLC FAQ

10081/R Ace PLC Phil Entity Test
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Click ‘Filter’ and enter
parameters to search,
then click ‘Search’

Use the search
and/or Filter
function to find
the opportunity.

i

Opportunities are  displayed including
information such as the Customer, Type of
Opportunity, Closing date, Time remaining
and Opportunity title

Include Elapsed?

Type

Advertised

Sally Adams

AguaPoint Ltd

e

Closing Date Time Remaining Show Me
15/12/2014 00:00 3 days 12 hours 0
17/12/2014 12:00 & days 0 hours o
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Responding to a Tender Opportunity

Step Four: Open the Opportunity

Sally Adams
AquzPoint Ltd

CDI"@ Your Opportunities

From here you can you review the requests that have been sent to you by buyers and create responses.

Search by customer reference, title or customer name... Q, Search | % Filters

Reference Customer Name Title Type Closing Date Time Remaining Show Me
10081/R Arme PLC Phil Entity Test Private 17/12/2014 12:00 5days 19 hours o
20054/T Acme PLC FAQ rivate 18/12/2014 12:00 & days 19 hou

Once the tender
opportunity IS
displayed click ‘Show
Me’

Show Me

©




Responding to a Tender Opportunity

Step Five: Review the Tender Opportunity

~ Your Response | 10083/R

ill
colfice " e A e

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

About You

Use this text area to provide more information about yourself
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4

Review the
requested items
and guestions
selecting the
buttons at the top

of the screen

Review
tender

‘Request’
overview

the

# Reguest Overview
E=———
Request | 10081/R I
Custorner Mame Allow multiple responses?
Acme PLC -]
Title Allow response re-submit before deadline?
Phil Entity Test Mo
Description Delivery Date
Phil Entity Test 20 December 2014
~ Delivery Addres:
Closing Date Arme Pic
17 December 2014 2 12:00:00 Riverview Con
Castle Gate
A Request Documents (2]
Pleass read these documents, They are important specifications and/or requirements.,
b
i

Review the
tender ‘Request’
Documents’
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Step Six: Create a response

Opportunity details
‘Response
Covering notes’

‘\\:S$§§\

. 4 General ‘ Items H Questions

| Attachments )

Answers
guestions

to

/

Quantity
/ Prices

PROACTIS

The Spend Control Company

Requested
attachments
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Responding to a Tender Opportunity

Step Six: General Continued..

The General Tab
allows you to enter a
general note to the
potential customer

About You

Use this text area to provide more information about yourself

i

0 \ Data entered is not
Entering text here is not scored and may be in
mandatory the form of a covering

letter
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Step Seven: Iltems

( ‘ Genera ltems | Cuestions H Attachments ‘)

ltems are individual
works / goods /
services that you are
to provide a price for

Lot 1| Default J

Ref  Part Number Name Unit Price (GBP) S:;L:‘et;? ' 4 Quantity Supplying Value (GBP) lFS;i?

#1 1 1 10 1 1 10 I

#2 2 ‘ 2 Each 10 2 2 20

] 4 1 » » 1-24f2 tgms

Lot2|Lot2

Insert the unit price Use the ‘Free Issue’

There may be several Lots, you must | | for each item. The ONLY box to indicate that
select which LOT(s) you are| |value will be you are willing to provide
interested in supplying. Prices must | | calculated the service / goods /
be entered for each LOT automatically works free (at no charge)
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Step Eight: Q_.gesti_.ons

Questions ‘ Attachments

( ‘ Genera H ltems

“ 1:5tock Availability (3 questions)

/M 2:Pricing Schedules (2 questions)

Pleas=s complete the following:

>

Please provide
responses to questions
inserting information in
the requested format

e

201 Pleaseattach your pricing schedule

S _—— Questions with a

- “ are mandatory

2.02 Please confirm that you have provided a pricing schedule within the 'Attachments’ section of this RFQ % and must be
complete

i

i

Same questions issued for
a different procurement, will
be pre-completed based on
your last response so you
will just need to check and
amend where required.

Responses to questions
may involve selecting from
a drop-down list, inserting
data, uploading a
document, or ticking a box

A 1:Stock Availability (3 questions)

Please complete the following:
1 Do you hold stock of the itemns requested?

2 Can you achieve the required delivery date?

What is the average delivery timescale for items NOT held within stock?
‘Within 42 hours:
WWithin 43 hours
Within 3-5 business. dar
A 2:E L2

Greater than 5 businesz days



Responding to a Tender Opportunity & PROACTE

Step Nine: Attachments
Attachments allows for
\ Questions ' N \ additional/supplementary

documents to be uploaded
to be considered as part

( ‘ General H [tems

Your Files

I Attachment Type

——— of the response

Uploaded Fi

Mame Type Dowenload Remaove

(1] N display
Your Files
Your Files Attachment Type
Attachment Type General Document
o | .
————— + Add files...
Select a type_

General Document

m: Tender Attachmentdooc:

Health & Safety Policy

Insurance Certificate &) Upload files
¥

Select Attachment Type Select ‘Add File’
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Step Nine: Attachments continued..

( ‘ General H ltems H COuestions ‘ Attachments

Added file is displayed
on screen

Choose the file to add Click ‘Upload File’

=
%v [+ Libraries ~ Doments - My Doauments ~ &3 [[Search My Documents £
- = - [ @ Your Files

7 Favorites Documents library arrangeby: Folder =
B Desktop My Documents Attac h |T|E|'It T‘pr
4 Downloads =
§ Name Date modified |rpe 4]
%l Recent Places o o i

J| Custom Office Templates 05/08/2013 1123 File folder =neral LIocumen
1 Lbraries |\ Integration Services Script Companent 07/06/2012 21:10 File folder

=[] Documents

L Infe "
B ty Documents

1 Publcbomem | 2 [P0 S0 R0 1427 o i files
o sic | ok Files 10/12/2014 15:34
(6] Pictures || scfware 06/09/2012 15:55
[EF videos | s Server Management Studio 10/12/2014 10:01
1 vidlial Studio 2005 22/11/201109:45 if Tender Attachment.docx

B lal |
Filel\amel =l Mw%f
e | ® Upload files

coi"ce Your Response | 10083/R Sally Adams v
“e) crem Cxe

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

| Additional Data ) >
Your Files Added flle

Attachment Type

P . displayed on
o scafiies. ] Screen

‘ | General || Items | Questions

Uploaded Files

Name Type Downioad

Tender Attachment General Document @ x
o ) o JE(» )

1-1ofikems
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« Message to Customer

To create a
message to your
customer click

on ‘Messages’

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

i)

Files can be
attached to
messages, if |

required [

Subject

Tender Clarification Question 1.01

Attach files

Send Message | Cancel

Click to
Send
Message

vessage history | @&
displayed on L=
screen

g

There are currently no messages between you and the buyer. Please enter a subject and text below to start a dizlogus

Enter a

subject and
your message

ri\ation to guestion 1.01 what iz meant by the statement 'The supplier must provide all services dircheap’ ;I

Your Messages | 10083/R

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 abave.

=
es Posts for 'Tender Clarification Question 1.01'
- . 10 December 2014 @ 15:44:31
‘- Tender Clarification Question 1.01 Sally Adams, AquaPoint Ltd
Started by Sally Adams Hi ACME plc

Inrelation to question 1.01 what is meant by the statement 'The supplier must provide 2|l services dirt cheap' 2nd no profit for suppliers is allowed
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Responding to a Tender Opportunity

Step Ten: Validate and Save

Click
‘Validate’ at
the top of the

Your Response|2005é/T — SCreen
et e e et e e
Notification
is displayed
on screen

Click ‘Save’
at the top of

CO'IIC Your Response | 20056/T the screen
Ce) rymm Cyoee | Q) oxemmtiotae

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




% PROACTIS

The Spend Control Company

Responding to a Tender Opportunity

Step Eleven: Submit the response

Click  ‘Submit’
at the top of the
screen

—

Notification is
displayed on
“ - screen

Col CDYour Opportunities o () Okrespone 200567

]

From here you canyou review the requests that have been sent to you by buyers and create responses

Search by customer reference, title or customer name...

Reference Customer Mame
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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)



