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Register an interest and respond to an opportunity. This is for 
all Tenders including the Civil Engineering and Highways DPS 
and the Property Responsive Repairs & Maintenance DPS.  
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Log in 
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This is the Home Page and after your first time log in, this is the page you will come 
to normally and this is your starting point to find opportunities 
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This screen shows all opportunities, you narrow it down by selecting 
“Portals”(Supplying the South West in this example) and “Organisations” (Corserv 
Limited).  This will bring up all the current opportunities and the dates your bids need 
to be in by. Select your chosen opportunity from this list.  
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Once your chosen opportunity is selected, click on register interest. 
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This is the message you get when clicking the register interest button.  Click here to 
continue. 
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At this screen, scroll down. 
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Click “Start my Response” 
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On the next screen, scroll down until you get to this section.  The red dots on the 
side indicate the steps you need to complete before submitting your response. Click 
here to complete the additional information section. 
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You don’t have to add additional information if you don’t want to.  If you don’t want to 
you must tick this box and then click save.  
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The next thing it’s prompting you to do is to complete the Mandatory question sets so 
click Edit here.  



  Supplier Work Instruction 

Author: Christine Freeman Date: 06.11.2020 Version 4.0 
 

Information Classification: CONTROLLED 

Slide 11 

 

You must click on “Answer Question” against every question.  Red dots are 
mandatory, the others without a dot should be answered only if applicable. Once 
answered the dots turn green. 
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In the Health & Safety section you need to download the H&S questionnaire by 
clicking here:  Once completed, re-attach by clicking here.  Save & Close. 
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Once all the questions have been answered and your progress bar is at 100%, scroll 
down to the very bottom of the document. 
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Click back.   
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Back at this screen it’s prompting you to upload at least 1 attachment, so click here.  
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This is where you need to add all your certificates, insurances, qualification 
documents or any other documents not already attached during the question sets. 

.  
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The screen is now prompting you to accept the terms and conditions, click here. 
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You are now being prompted to submit your response.  
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Click Yes if you’re sure. 
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You will now come back to this screen where you have the option to change your 
response.  If you want to then click here.   If you don’t want to you can log out.  
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If you do make any amendments you can then submit your amended response. 

Note:  Do not click the back arrow at this point as you must click the submit amended 
response even if you have decided not to amend anything.  

Slide 22

 

You will now receive an e-mail confirming your submission and that it was received 
on time.   

END. 
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