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Suppliers quide for Messaging on ProContract

Note: The details below including the screenshots captured are correct
as of May 2025.

This seeks to provide guidance on accessing and completing Messages
on ProContract, including where RFI documentation is provided as a
Public Message as part of a Preliminary market engagement (PME).

PLEASE ENSURE THAT AN EXPRESSION OF INTEREST IS FIRST
COMPLETED TO ACCESS MESSAGES.

For reference, the below will be captured when accessing an Opportunity and
being logged in to your account on ProContract, where an Expression of interest
needs to be completed (see the top right of the opportunity screen):

Expression of interest window

From 30/04/2025 12:30 to 13/06/2025 12:00

And the below is shown instead where an Expression of interest has already been
completed/registered:

Expression of interest registered
Date 02/05/2025 13:05:20
Workgroup Compliance & Transparency
Expression of interest window

From 30/04/2025 10:20 to 12/08/2025 12:00

The Messages area/section on ProContract is therefore only accessible once an
Expression of interest has been completed and can be found on the Activity
screen/dashboard of the relevant Activity/Opportunity.
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Note: The Activity screen/dashboard can be accessed immediately upon
completing an Expression of interest, via the pop up in ProContract which
confirms “Expression of interest successful” (see the link “To view this activity
now”). Otherwise, you can return to this later via your activities centre e.g., the
Activities area on your Home page, or your My activities area/screen (in case any
further guidance is needed on using the system itself, please contact Proactis
and their Supplier Support, further details are captured at the end of this guide).

The below provides an example of an Activity screen/dashboard including
Messages having been received:

Home »

Activity : 282_26 Office Furniture, Leisure and Residential Furniture

< Back to home page

ESPO

Archive this activity

Events

282_26 Office Furniture, Leisure and Expression of interest accepted Hide details | Open
- Messages (1)
Residential Furniture - Preliminary
You have received 1 message(s) of

market engagement which 1 are unread

View all | View unread
Interest start date: 30/04/2025 10:30

Interest end date 13/06/2025 12:00
Expressed interest on 09/05/2025 13:05

Audit history

View audit history

Clicking on “View all” (or “View unread”) will take you to the Messages screen for
this Activity:

Home » My activities » 282_26 Office Furniture, Leisure and Residential Fumniture » M Alldata v Search

Messages for 282 26 Office Furniture, Leisure and [flesidential Furniture - Search results

ESPO

( Narrow your results \

~ Read Status
[[)Read
¥4 Unread

Flagged

~ Received/Sent Within

@Al
_)Previous 7 days
\Previous 30 days
)Date range

\  eset | update Jp)

Thursday, 26 June 2025

Inbox
(] RefNo -~ Subject From - Date Public
- ESPO 282_26 Office
I 1.1 Furniture, Leisure and & Project team 30/04/2025 10:50 J
Residential Furniture: RFI
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Please however take note of any settings captured under ‘Narrow your results’ on
the left of the screen, as in the above example any Messages previously Read
will not be captured / shown in this Inbox view (to include Read messages,
please click the tick box next to ‘Read’ so that this is also shown as ticked,
followed by “Update” to apply this change to your Inbox view).

Click on the relevant Message Subject line (blue text) to view that Message:

Message

D

Received from Hide

From Sent

Project team 30/04/2025 10:50

Message

Thread Id:
1.1
Subject:
ESPO 282_26 Office Furniture, Leisure and Residential Furniture: RFI

ate:

30/04/2025 10:50

ody:

Thank you for registering your interest in this opportunity.

Eurni . h

Attached is a Request for Information (RFI) relating to the upcoming ESPO Office Fumniture, Leisure and Residential F

If you feel that your organisation can contribute to this RFl exercise, please could you plete the attached Questi ire (the RFl Word document) and return this
through (reply by) the messaging facility of this eProcurement Portal (ProContract / EastMidsTenders), by 12:00 noon on Monday 12 May 2025 (this deadline also being
captured in the attached RFI)

Many thanks,
ESPO Project Team

Attachments:
282_26 - Request for Information docx

View messages I

If you wish to reply to this Message directly, click on “Reply” which should
appear at the bottom of the Message screen, and you will be presented with a
Reply to message screen (and please ensure you scroll to the very bottom to be
able to "Send message” when you are ready to send your message):

Thursday, 26 June 2025 Page 3 of 9



—_— ESPO

Home » My activities » 282_26 Office Fumniture, | sisure and Residential Furniture » Messaging » Reply I

Reply to message
Private recipients

To: Project team
Reply Include history &

Subject:
RE: ESPO 282_26 Office Furniture, Leisure and Residential Fumiture: RFI

Body

B I VY

S = x b 0O@
0 &9

® - ® A v o2 = = =

o
&
lil
i
i
I~
&)

Original message

Thank you for registering your interest in this opportunity.
Attached is a Request for Information (RF) relating to the upcoming ESPO Office Fumiture, Leisure and Residential Fumniture framework

If you feel that your organisation can contribute to this RF| exercise, please could you complete the attached Questionnaire (the RFI Word document) and
return this through (reply by) the messaging facility of this eProcurement Portal (ProContract / EastMidsTenders), by 12:00 noon on Monday 12 May 2025 (this

deadline also being captured in the attached RFI).
Many thanks,

ESPO Project Team

Cancel

Cookie policy | Terms and Conditions | Privacy | A bility | Help Center

Version 25.3
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Clicking on the green “+"” will allow you to add Attachments to your message:

Home » My activities » 282_26 Office Fumniture, | sisure and Residential Furniture » Messaging » Reply

Reply to message
Private recipients
e = Attachments Q
Show weblinks
Reply File upload mln.: . Include history @
Maximum file size: 1000MB
Valid file types: b, rif, vsd, dwg, msg, gif, jpg, png, jpeg, tiff, tif, zip, pdf, doc,
Subject: s, ppt, docx, xlsx, ppbe, mda, odl, odp, ods, pages, xer

RE: ESPO 282_26 Office Fumi

B I Y 5
6 ¢ & & @

Having issues uploading documents? Try our basic file uploader
Close

Attachments: &

Original message Hide

If you wish to send a separate Message, return to the main Messages screen
where you will find the option to “"Create new message”:

Home » My activities » 282_26 Office Furniture, Leisure and Residential Fumniture > Messaging Alldata v Search E—

Messages for 282 26 Office Furniture, Leisure and Residential Furniture - Search results

Narrow your results Inbox
[]Read
Unread

There have been no messages sent/received that match your search criteria
Flagged

~ Received/Sent Within

@Al
(O)Previous 7 days
(C)Previous 30 days
(T)Date range

o
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And complete your message via the New message screen, clicking “"Send
message” when you are ready to send this:

vy and Light Caterir x Create New Message X ar

c 23 procontract.due-north.com/M yrojectld =b4ff9ala-fc20-f011-8136-005056b64545

4 Home  Q, Find opportunities () My activities  €5$My contracts (@) Help

Home » My activities » 282_26 Office Furniture, Leisure and Residential Furniture » Messaging » New

New message

Private recipients

To: Project team

Message
Subject:
Body:
B I U =E=== x 0

Iiil
iii
iii

S
&

b
Bl
@

® A2

Cancel

Cookie policy | Terms and Conditions | Privacy | Accessibility | Help Center

\lorcinn 28 2
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If you want to Flag a message for possible action later, make sure the relevant
message is showing in your Inbox, and click the tick box next to (to the left of)
that message, and in the Actions drop-down menu select “Flag selected
messages” followed by “Go” (it should be possible to flag multiple messages at
the same time if required, and Unflagged is similarly completed in the same way
again if required later if the message(s) no longer needs to be flagged):

Home > My activities » 282_26 Office Furniture,_Leisure and Residential Furniture > Messaging Alldata ~ Search E—

Messages for 282 26 Office Furniture, Leisure and Residential Furniture - Search results

Narrow your results Inbox
Read RefNe  ~  Subject = From - Date —Actions—
Unread ESPO 282 26 OFfice Furniture Flag selected messages
Flagged 1.1 h’ri_\lsure and Residential Furniture: & Project team 30/04/208 nflag selectad messages

Mark as read

Mark as unread

~ Received/Sent Within

@Al
(C)Previous 7 days
(")Previous 30 days

(_)Date range
=3
Inbox

e (EE— ]

Ref No -~ Subject = From S Date = Public
ESPD 282_26 Office Furniture,

1.1 Leisure and Residential Furniture: (f Project team 30/04/2025 10:50 \/
RFI

After flagging a selected message, a flag will be captured against that message
in your Inbox (and it may therefore be easier to locate this message again later if

required):
Inbox
O Ref No ~ Subject - From S Date < Public
= ESPO 282_26 Office Furniture,
J 1.1 Leisure and Residential Furniture: <¢ Project team 30/04/2025 10:50 \/
RFI

Plus, when viewing the message itself a similar flag will be captured in the
Message screen itself:

Message @
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A regular check for Messages on the Activity screen/dashboard will show how
many you have received and how many are unread:

Home » 282 26 Office Furniture, Leisure and Residential Furniture

Activity : 282_26 Office Furniture, Leisure and Residential Furniture

< Back to home page

ESPO

Archive this activity

282 26 Office Furniture, Leisure and Exp ion of i pted Hide details | Open
- Messag

Residential Furniture - Preliminary
market engagement whic

View all | View unread

Interest start date: 30/04/2025 10:30
Interest end date  13/06/2025 12:00
Expressed interest on 09/05/2025 13:05 Audit history

View audit history
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In case any further system help is required (in addition to the ‘Take a tour’
option that is available on certain screens), please refer to the ‘Help Library’
(‘Help Center’) which can be accessed via the ‘Help’ main menu option, or
directly from the ‘Help Center’ link found at the bottom of the screen.

# Home Q Find opportunities () My activiies €My contracts ( @ Help

version 25.3

Also, in case of any technical support being required with using the Proactis
Portal (ProContract), please follow the below links (URL’s) to contact Proactis and
to access their Support Portal for ProContract (supplier / customer support):

https://www.proactis.com/uk/support-login/

or via:

https://suppliersupport.proactisservicedesk.com/

Note: questions relating to a specific opportunity (for example Tender
documentation/content) should be submitted to ESPO by accessing the
Messages area/section (and as detailed in this guide).
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