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How to Register on Supplying the South West

Step 1 — Registering on Supplying the South West

N9ThE
Procurement Portal

Home
Search Latest Opportunities Welcome to Supplying the South West Portal

ConCectRegiioy This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
Authorities for councils in the South West. The procurement portal is FREE to join for businesses and offers the
following advantages:-

Suppliers’ Login
_ « Immediate access to current business opportunities

RSl eqi - Receive email notifications on business opportunities that are align with your company

« Reduces costs as the process is online

« You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links « Submissions can be completed electronically rather than hand written
« Submissions can be amended up until the closing date and time

Help and Guidance

CPV Codes | I

Once your company has registered you need to add the domain @preactis.com to your safe senders list to
TED - Tenders Electronic Daily ensure that you receive all email alerts

Crown Commercial Services

a) Go to www.supplyingthesouthwest.org.uk & click register now
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How to Register on Supplying the South West

Step 1 — Registering on Supplying the South West

proactis

Register free with ProContract @ VMinmum requirements

Begin your ProContract supplier account registration by filling in a few details below

Why should | register with ProContract?
Organisation name & Registration is free and your company profile will be immediately available for opportunities managed by over 30,000 buyers from over 400 private, public sector and 3rd
sector organisations.

. What happens next?
Email address & Once we have verified your company name and email address you will be asked to complete a short registration process including basic company details and contact
information. Upon submission, your regisiration application will be reviewed by the ProContract team and you will be sent an email address confirming next steps.

By clicking “Conti ration’ toth ditions & Priv Do | receive opportunity alerts?
Y clicking Continue registration’, you agree to the Tons & Privacy Following successful registration, as part of your company profile you can stipulate your preferrad opportunity areas of interest along with geographical locations to which

= — you can supply your goods & services. Overnight, your interests will be matched against the latest published opportunities and you will be notified by email. The email wil
R e e e e T e

Already registered? Log.in here

b) Enter your organisation’s details and select ‘Continue registration’.

Supplier registration

Sign in details

Your email adgress will be used as your account usemame and to send you important account and opportunity information. You can refine your opportunity areas and communication preferences without your account management dashboard

Email address Change

Repeat email address

“Your email address will become your username
Proucrement@bepcouncil. gov.uk

Password & Repeat password
Your password must be at least & characters long, contain a mixture of UPPERCASE and lowercase letters, numbers and symbols. e.g.
PassiVords 123

\

c) Enter your email address which will become your username and create a password. Scroll down.
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Step 1 — Registering on Supplying the South West

How to Register on Supplying the South West

TIP: Always select yes
to receiving email
notifications, otherwise
you may miss out on
important contract
notifications. Consider
using a generic e-mail
account that is
permanently
monitored.

[~

Organisation details

Please provide your onganisation detais below.

Organisation name

BCPCounci
Address

Toun Hall

St Stephens Road

Town County

BOURNEMOUTH v Dorset

Postal code | 2ip Country

BH26DY United Kingdom

Website (opsonal)

Registration number (optional) &

/  EiNotapplicable

VAT number {opiional}
313088034 J  CNotapplicable

-A‘“dy P Lt

Primary contact details
Please pravide your contact Getais below.
Title First name Lastname

Procurement

Job tite Department
Procurement v Procurement
Telephone Mobile (optional) Fax [optional)

01202 795233

Communication preferences ) Piivecy Poliy

o receive the ful benefis of your ProConirac regisiraion. buying arganisations may notfy you by emai when oportunies ara published that you may
be interested in

Your interest il b based upon your chosen categoris of nterest and seected regionfs) of supply which you will be asked fo confim when you login
Torthe frst time.

These may includ, butis notrestited 1o, new apporunity advest, invitations to tender and darificaons.
Do you want to receive email natifications?

@ Yes () Mo, | acknowledge | may miss out on important nofifications

d) Enter your organisation details and primary contact details and select your communication preferences.

e) Select ‘Continue registration’ at the bottom of the page.
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How to Register on Supplying the South West

Step 2 — Supplier Registration Application

Supplier registration - Areas of interest
@Take a tour
Opportunity areas of interest

To receive the full benefits of your ProContract registration, buying organisations may naiify you by email when opportunities are published that you may be interested in. Your epportunity natification will be based upon your chasen categories of interest and selected regions(s) of supply.

Buying organisations use various methods of categorising opportunities so to help you select the best categories that represent your business you can enter up to 6 keywords below e.g. taxi services. We will then search across all buyer category sets using these keywords and
recommend the best matches for you (disclaimer)

Note: The best maich search is purely a starting guide to the categories that may be of value to yeur organisation based upon the keywords you select. You must make sure that you are happy with the selections so that you do not miss out on epporturities. PROACTIS Holdings
PLC and the buying organisation that post opportunities on this portal are not responsible for any incomect selections made

Enter at least 1 keyword

e T—1)

Already Registered? Login here

f) Enter at least 1 keyword that represents your business into the boxes provided and select ‘Find
recommended’. You will then be taken to the following screen:
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How to Register on Supplying the South West

Step 2 — Supplier Registration Application

Your recommendediselected areas of interest categories
You will be informed of all new opportunities advertised under the listed categories below if your registration is accepted upon clicking ‘Continue registration’. It is recommended that you check your categories
carefully (see disclamer above) so that you don't miss out on opportunities. You can refine selection by clicking on the "Click to refine’ links below.

Please Note: Make sure that you check for variations in vecabulary when refining your automatic selections. For example, ‘Joinery' is not a keyword in the UNSPSC category set but 'Joiner' & "Carpentry' are.

UNSPSC NHS eClass Version 2014 Click to refine

93121703 - Economic or social council services

93141813 - Work council services

CPVv ProClass Click to refine
201400 - Council Tax & Business Rates

Spirit Pub Categories Click to refine Proc HE Click to refine

g) The system will then suggest areas of interest as above, you can refine these by selecting ‘Click to Refine’
in each section. Bournemouth, Christchurch and Poole Council issues notifications on CPV categories
and so it is very important that you spend time ensuring that you select the correct and applicable CPV
categories for your company so that you do not miss out on contract opportunities.
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How to Register on Supplying the South West

Step 2 — Supplier Registration Application

CPV category selection

Search categories

Enter the search crit _ -
nterthe search criteria @® Exact match () Fuzzy search @

Categories list

- Agricultural, farming, fishing, forestry and related products ~
- Petroleum products, fuel, electricity and other sources of energy

Mining, basic metals and related products

Food, bever
-5 - Agricultural
-3 - Clothing, foc

s, tobacco and related products

chinery

ear, luggage articles and accessories

® o oE EoEEE

O 19000000-6 - Leather and textile fabrics, plastic and rubber materials

Selected categories

ELLEEE DLl Remove all Cancel

h) You will see this screen when you have selected ‘Click to refine’ next to CPV categories.

i) Choose whether to search ‘Exact Match’ or ‘Fuzzy’. Exact match will only return searches that meet
exactly what you have added within the search box. Fuzzy searches will try a combination and return
more options. Select relevant categories.
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How to Register on Supplying the South West

Step 2 — Supplier Registration Application

Region(s) of Supply

You can further refine your areas of interest by selecting the regions that you can supply your goods andfor services to. Simply click edit and choose your preferred regionis). For example, if you can
supply your goods and/or services throughout the UK then select 'UK'. If however you are more of a local provider then choose a regional diameter that you are comfortable with e.g. UK- North East

England
Preferred region(s) of supply
UNITED KINGDOM

Lol [ TR (e I Already Registered? Login here

i) Enter your Preferred region(s) of supply by selecting ‘Click to refine’ and then select ‘Continue
registration’. Once the pop up box appears, click “Yes, | am sure” to proceed. If you wish to amend your
registration, select “No, Cancel”.

Confirmation (%]
Are you sure you want to submit your registration application

l Yes, I am sure II.I Cance
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How to Register on Supplying the South West

Step 2 — Supplier Registration Application

Supplier registration
Next Steps

Application submitted for approval
You have successfully submitied your application 1o ragister as a ProContract supplier. Your application has been submitted for approval.

What happens next?

The ProContract team will now review your application. In most cases this review wil take place within the hour and you will be nofified by emailif your application is successful

NOTE: The email you recsive contains a ink that you must follow in order to confirm your emai address. Unfi this acion has been completed you will not be able to login and buyers will be unaware of your company profile
If successful, you will receive confirmation of your usemame and a fink to access your parsonal activity dashboard,

As you log in to ProContract for the first time you will e asked to complete your registration process.

Overight, your interests will be matched against the latest published opportunities and you wil be nafified by email. The email il contain ks to review, and i you wish, express your interest in each of the opportunities
Whatif | don't receive confimation?

If you don't receive an update regarding your application within 4 hours you should complete the following -~

+ Check yourjunk and spam folders of the email account used to register.
+ Register with the ProContract supplier support team here and raise a case describing the issue

k) You will then be sent an email advising that your application is under consideration. You will be advised of
the outcome of your application within a few hours. Your email will also contain an application number.
N.B. Ensure you mark as safe any emails received from the domain ‘@proactis.com’ so emails from the
system do not go into spam or junk files.

When you require your registration to be approved quickly, please chase Due North to approve your

application on 0330 005 0352. Alternatively, please email ServiceDesk@proactisservicedesk.com
Please note that these options should only be used when your request is urgent.
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How to Register on Supplying the South West

Step 3 — First Time Login

First time log in

@ Because you have never logged into the system before, you need to check some information

@ This step improves the security of your account and checks that all your details are correct
‘Company details \
Company registration number

@) NIA

VAT Registration number &

7] NIA

Company description &

7
\_

Keywords

Keywords (Up to six) &

Delete selected row(s)
Councl )
Bourmamouth ]

[) Once your application has been successful, go to http://www.supplyingthesouthwest.org.uk/ and login,
you will be shown the above screen.

m) Add your Company registration number, VAT registration number and Company description and up to six
keywords for your company using ‘Add new row’.
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Step 3 — Firs

How to Register on Supplying the South West

t Time Login

Workgroup

Workgroup name &

UNSPSE categories

93121703 - Econa

93141513 - Work councl senices.

NHS eClass Version 2014 calegones

Thiere are 5o calegaries selecied in his caleg

CPV categories

Thers are o categerios selected in this calegor

ProClass calegories &

201400 - Counci Tax & Businss Rales

Proc HE categories &

‘50012l counce serdces

ory 86, dlick EX 10 308 s0me

ey el click "Ea 1o add some

CPV categories and UNSPSC categories are
classification systems for goods, services and
works. Companies should add categories of
goods, services or works that they supply using
these classification systems.

When buying organisations are issuing contract
opportunity adverts, they will select categories
that relate to the goods, services and works
that they are buying.

Suppliers who have selected those
classifications will receive an email notification
as soon as the advert is published to ensure
they do not miss opportunities.

Thre are no Calegonies Selecten n s calegory 561, dick BT 10 300 some

UHITED KINGDOM

n) You will need to set your classifications for goods, services or works in both the CPV categories and
UNSPSC categories. Bournemouth, Christchurch and Poole Council issues notifications on CPV
categories and so it is very important that you spend time ensuring that you select the correct and
applicable CPV categories for your company so that you do not miss out on contract opportunities.

0) To select the classification of goods, services or works that your company supplies click ‘Edit’ next to CPV
categories. Please also select your region by selecting ‘Edit’. This should have been completed in Section
2 but can be reviewed and updated here.
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How to Register on Supplying the South West

Step 4 - CPV Category Selection

Page 12 of 14

ategor
% CPV category selection

Search categories

fore o c:

Categories list

s of i

lists  Selected categories

18000000-9 - Clothing. footwear, luggage articles and accessones [

 m—
proup n

1

Procurement

You will see this screen when you have selected ‘Edit’ next to CPV categories.

Choose whether to search ‘Exact Match’ or ‘Fuzzy’. Exact match will only return searches that meet
exactly what you have added within the search box. Fuzzy searches will try a combination and return
more options.

Select the categories that are applicable to your company and then press ‘select categories’.
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How to Register on Supplying the South West

Step 5 - Classification Selection

Classifications

Please check that your classification selections are correct and make changes where necessary

Legal dassification &
[ Charitable Incorporated Organisation (CIO)
[ Community Interest Company (CIC)

] General Partnership

] Industrial & Provident Society

(7] Limited Liability Partnership (LLP}

[ Limited Partnership

] Private Company Limited by Guarantee (LTD)
] Private Limited Company (LTD)

] Public Limited Company (PLC)

] Sole Trader

] Unlimited Company

[ Other

Further classification (optional) @

[C] Public Sector Organisation

[ Social Enterprise Partner

] Living Wage

[] Enterprises

] Charity

"] A Company Owned & Managed By Women
(| Black and Minerity Ethnic (BME) Organisation
[ Social Enterprise (SE)

[] Franchise.

] Voluntary Community Sector (VCS)

7] Mutual

VCS registration number
FPlease provide your registered VCS num,

FINA
—_—

Number of employees

rwhere applicable

s) Make sure your classification selections are correct and enter your best estimate as to the number of
employees in your organisation.

Page 13 of 14 Suppliers Guide to Registering on Supplying the South West v8.00 April 2022



How to Register on Supplying the South West

Step 6 — Review Terms & Conditions

Communication preferences

Receive system email notifications

e

Terms & Conditions
@ Please confirm your acceptance of the terms & conditions outiined below in order to use this service:
Supplier User Agreement.
SUPPECT ST AN G GG TEpTSSC Ny IE SUPRICT U S §EgE S G DS PV INe Wi SEeT S 1 i oy S =
“System” means the Electronic System provided for Suppliers to participate in procurement activities.
“Working Days” means 09:00-17:00 Menday to Friday in the United Kingdem and excluding Bank Holidays.

“Written Nofification of Confract Award” means the Buyer Organisation’s standard "Contract Award Process” identified for each procurement activity that shall be expressly initiated by the Buyer Organisation

and may entail a prefiminary e-mail advising the Supplier of the formal contract award process

)

Privacy policy

Please make sure that you read the PROACTIS privacy policy before continuing

By clicking “Update account and login”, you agree to the terms and conditions & privacy policy @
—WCE e

t) Make sure you have selected ‘Yes’ to receiving system email notifications.
u) Review the Terms & Conditions and read the PROACTIS privacy policy and then select ‘Update account

and login’.
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How to Search for Contract Opportunities

Step 1 — Login to ProContract

Procurement Portal

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
Authorities for councils in the South West. The procurement portal is FREE to join for businesses and offers the

. . following advantages:-

Suppliers’ Login
- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

= Reduces costs as the process is online

- You are in control of your tender submission and not reliant on a third party courier or postal service
- Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time:

Buyers' Login

Help and Guidance

Crown Commercial Services
GOnce your company has registered you need to add the domain @due-north.com to your safe senders list

TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk
b) Click on ‘Suppliers’ Login’ and then ‘Log in here’.
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How to Search for Contract Opportunities

Step 1 — Login to ProContract

c)

d)

Page 3 of 9

[@)
proactis

Login
User Name

—— )

Password

Forgotten your username or password?)

Welcome to ProContract
Already registered?

Simply enter your chosen username and password and lick ‘Continue’

New to ProContract?

Suppliers - If you are not currently registersd on the ProContract procurement portal,
you can complete a simple registration process by clicking the following link - Register
free

Migrated from ProContract Version 2?

If you are currently registered with a ProContract Version 2 procurement portal and the
procurement portal has migrated to Version 3 your details have been automatically

however for security and account validation you will be required to reset your
password by following the instructions outlined in the following link - First fime login
following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's
videos and guides.

If your company is not yet registered, please refer to the guide ‘How to Register on Supplying the South

West'.

If your company is already registered, fill in your log in details and select ‘Continue’.

How to View Contract Opportunities and Access Tender Documents through Supplying the South West

v8.00 April 2022



How to Search for Contract Opportunities

Step 2 — Find Opportunities

proactis

#4 Home () Find opportunities (T My activities €My contracts (@) Help D]

Home:

Home page

~ Activities ew full screen ~ Company details summary /i

BCP Council Test Supplier

Active  Recentlyadded Last viewed Town Hall Boume Avenue, Bourmemauth, Dorset, BH2 DY
Description

_ Please select — v E Search E Kl;ﬁnlfdme BCP Council Test Supplier

s
Council, Local Authority
Please select a buyer from the dropdown and click on the 'Go’ butfor
@ Please select a buyer fi he dropdown and n th ution

~ Vendor profile

The questionnaires listed below contain common question sets used nationally by
) buying organisations. Questionnaires may be relevant to your business area so
~ Opportunities #/Find opportunities please read the description by hovering over the help icons

To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link above @ Standard Selection Questionnaire (SQ) @ Edit (0% complete)
@ Test Vendor Profile @ Edit (0% complete)

e) Once you have logged in, you will be taken to the Home Page.
f) To search for new opportunities, select ‘Find opportunities’.
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How to Search for Contract Opportunities

Step 2 — Find Opportunities

Opportunities - Search results

Narrow your results Opportunities

12345..8 Next>
Supplying the South West
Royal College of Physicians Portal

~ |Royal Mencap Society
Sanctuary
Savills Tendering Portal
South East Business Portal
Southend-on-Sea Borough Council
~ | Stoke-on-Trent and the Staffordshire Moorlands / High Peak Councils Alliance
Supply Great Yarmouth
Supplying 2 NHS
Supplying the South West
The Chest
The Donkey Sanctuary Portal attffiness 77
Transport for London
University of West London Procurement
Wakingham Borough Council Partal
Walverhampton City Council
Worcestershire Distriet Group
YORtender

Yorwaste

YPO

LR

b il

~ Include closed

Iveoll Abbot Path

5 Yes @ No
~ Expression date

Statdate  End date

~ Published date
Start date End date

Buyer
Comwal Counci
Devon County Councl

Comwal Counci
Wikshire Councl
Herefordshire Counci
Wikshire Councl

Mid Devon District
Counci

Herefordshire Counci
Dorset County Counci

Dorset County Counci

Expression Start  Expression End

11/05/2016
21/05/2014
19/05/2016
19/02/2018
16/05/2017
02/04/2018
23/09/2016
12/05/2017
21/10/2015
21/07/2015

11/05/2020
30/09/2019
31/05/2020
01/02/2023
16/05/2019
31/03/2028
30/09/2019
12/05/2019
04/10/2020
21/11/2018

National opportunities

Estimated value
£1,000,000.00
A
£1,000,000.00
A
A
A

2

NiA
£450,000.00
£1,000,000.00

g) To search for opportunities from Bournemouth, Christchurch and Poole Council, select ‘Supplying the South

West’ from the Portals drop down box the select ‘Update’.
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How to Search for Contract Opportunities

Step 2 — Find Opportunities

due-north.com

# Home  Q Find opportunities  [) My activities  €5» My contracts @) Help

Al data v

Opportunities - Search results

Narrow your results. Opportunities

- Porls

- Buyer Expression End
Wikshire Counci 0022023
Wikshire Council 31/03/2028
Wiltshire Councll 28/02/2023
Witshire Council 200202023
Witshire Counci 19/02/2023
Witshire Counc 19/02/2023
Devan Courtty Coundl 31/03/2027
Devan Courty Coungl wes0n
Cormuall Counil 04/07/201; o4/07/2022
Gloucestershire County Council 10/07/2020 30/0%/2023
) 1
k Expression dats

£20,000,000.00

A

h) The screen will refresh, and you will then be able to select ‘Bournemouth, Christchurch and Poole Council’

from the Organisations drop down box.
i) Select Bournemouth, Christchurch and Poole Council and then select ‘Update’.
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How to Search for Contract Opportunities

Step 2 — Find Opportunities

proacl&ié

#4 Home (@) SRM~ @ Sourcing v €& Contracts v, Configuration ~ () Reporting~ @ Help

Opportunities - Search results

Narrow your results Opportunities
~ Organisations Title
Bo h nd v
Categories @
There are 0 categories selected
=
K3 Ac
o
E3 Add Proc HE
~ Regions
There are 0 regions selected
+]

Keywords

Include closed

Yes @ No

)
k)

Page 7 of 9

~ Buyer

Bournemouth Christchurch and Poole Council

nistchurch and Poole Council

vistchurch and Poole Council

wrch and Poole Coundil

wrch 2nd Poole Council

wrch and Poole Council

Al data

Expression Start

2021

18/10/2021

03/12/2021

Expression End

17/01/2022

Estimated value

£100,000.00

The opportunities list will then update to show all the contract opportunities that are currently available for

Bournemouth, Christchurch and Poole Council.

The list shows 10 opportunities at a time in alphabetical order. Therefore, if you do not see the contract
opportunity that you are searching for in the initial list, please make sure you click ‘next’ to view the next page
of opportunities available for Bournemouth, Christchurch and Poole Council or use the search bar.

When you have identified the contract opportunity that you are interested in, click on the name of the contract

which is hyperlinked in blue.

PLEASE NOTE: You can also search for opportunities with other local authorities using the drop down box on

the left.
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How to Search for Contract Opportunities

Step 2 — Find Opportunities

ructured Cabling Installation and Repair Works for BCP Counci

Main contract details xpression of interest window

rom 22/11/2021 09:00 to 06/01/2022 14:00

Login and register interest in this
opportunity

Opportunity ld DNST0071
Title Structured Cabling Installation and Repair Warks for BCP Gouncil

Categories 32421000-0 - Network cabling
45310000-3 - Electrical installation work
45314000-1 - Installation of telecommunications equipment

More. ew to ProContract?

BCP Council require a cabling company to carry out installations and you are not currently registered on the

repais to the structured cabling on its current properties and any roContract procurement portal, you can
future properties that might be acquired. Properties vary in size and jomplete a simple registration process by clicking
type. from Bournemouth Town Hall, part of which is a Grade 2 Listed e following link - Register free

Building that can hou: 500 people, to sites that have only twi

Show more ontact details
Region(s) of supply Dorset and Somerset
Estimated value N/A Buyer Boumemouth Christchurch and
Keywords Structured Cabling Poole Council

Contact Procurement Team

Email procurement@bopcouncil gov.uk
Telephone 01202 128989

Address Boumemaouth Christchurch and

Keviiales Poole Council
Boumemouth
Estimated contract dates Dorset
Start date 010212022 End date 31/01/2025 BH2 6DY

United Kingdom

Attachments

READ-ONLY Appendix 1 - Specification 282
for Structured Cabling Works for BCP KB

Council v1.00.pdf

READ-ONLY Invitation to Tender - 686
Structured Cabling Works for BCP KB
Council v1.00 pdf
Supplying the South West Complete 4

ide v7.00.pdf MB
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m) You will then be able to view the advert for the contract opportunity, the ‘Description’ provides you with an
overview of the opportunity.

n) The deadline for submitting your response to the tender opportunity is shown in the top right of the screen.
Please note that this is not just a deadline for expressing an interest but is the deadline for when your
response must be completed and submitted through the system.

o) TO ACCESS THE FULL TENDER DOCUMENTS THAT ARE TO BE COMPLETED, please select ‘Register
interest in this opportunity’ and follow the guide ‘How to Access Tender Documents through Supplying the
South West'.

Please note, every response to a tender must be submitted through the portal. The Council will not
accept any tender submissions that are received by e-mail or hard copy in the post.
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Accessing the Tender Documents for a Contract Opportunity

Step 1 — Login to Supplying the South West

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
Authorities for councils in the South West. The procurement portal is FREE to join for businesses and offers the
_ _ following advantages:-
Suppliers’ Login
- Immediate access to current business opportunities
- Receive email notifications on business opportunities that are align with your company
+ Reduces cosis as the process is online
= You are in control of your tender submission and not reliant on a third party courier or postal service
- Submissions can be completed electronically rather than hand written

+ Submissions can be amended up until the closing date and time

Help and Guidance

Crown Commercial Services

Buyers' Login

Once your company has registered you need to add the domain @due-north.com to your safe senders list
TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) To access the tender documents for an opportunity, you must login to www.supplyingthesouthwest.org.uk and
follow the below instructions.

b) If you wish to submit a response, you must access the tender documents to be completed by following the
below instructions:
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Accessing the Tender Document for a Contract Opportunity

Step 2 — Find Opportunities

RV A

(@)
proactis O —
Q, Find opportunities () My activities 4> My contracts @) Help = A -7

Home » Find opportunities > Supply of Water Bottles

Return to find opportunitie

Supply of Water Bottles

Main contract details Expression of interest window

Opportunity Id DN§170835 From 01/03/2022 12:00 to 02/03/2022 14:00
Title Supply of Water Eofties P— -
Categories 15981000-2 - Wineral water et i opportunty |
Description Tne supply of viater botlle for BCP Councllcalaring outts. The
councilhas a number of catering outiets that sel botted water along
the Seaffont. The council il require delivery once a week for &

quantiy advised by the council he week before delivery. Contact details
‘Suppliers interested in this opportunity should cick on the ‘Register
interest in this opportunity” button in the top right of the screen. If you Buyer Ezgg%’gm‘cfl‘ Christchurch and

are not aiready logged into the system, you wil be required 1o 10g in
before you can ‘Register interet in tis opporiunity’. New USers o et P e ea o 001 Uk

€ system must register first to obtain a user name and password Telephone 01908 de1atg  memoULo0LUE
befar reurning o i opportuniy s

ax 01202 454830
Once supplies have registered heiiierest they can access he ful Address Boumnemouth Borough Council
tender documentation automatical clivities' on the home Boumemoutn

age. There is a guide for using the Supp\ymg the South West
system within the attachments section of this advert. Please follow BH2 6DY
the guide from page 25 on “How to Access Tender Documents United Kingdom
intodh SuppbTg e South Wes? wiltin the aizchments secion to
the right which provides a step-by-stap screen shot of how to access
the tender documents.

Aftachments
Show less
Region(s) of supply Dorsetand Somerset No attachments
Estimated value £20,000.00
Keywords water, botiles

Key dates

Estimated contract dates
Start date 25/042022 End date 31/03/2025

c) From the advert of the contract opportunity you want to express an interest in, select ‘Register interest in this
opportunity’.

d) Please note, if you are not logged in, the button will say ‘Login and register interest in this opportunity’. You
will need to login to be able to access the tender documents. If you do not yet have login details, you will need
to register your company with the site. Please see the guide ‘How to Register on Supplying the South West'.

e) If you are unsure of your login details, please contact Due North on ProContractSuppliers@proactis.com.
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Accessing the Tender Document for a Contract Opportunity

Step 3 — Expression of Interest

Expression of interest successful

Expression of interest successful
ou have successfully registered interest in the following opportunity for Finance :-
Supply of Water Bottles

ou will receive an email netification shortly confirming your registration of interest.
What happens next?

« You have been invited to participate in the RFQ event for this opportunity

as a new activity in your activities centre|
To view thi_s RFQ event now. click here.

I don't have time to look at the RFQ now, what should | do?

« Don't worry your activity is stored safely against your account and an invitation has been sent to your registered email address

procurement@bcpcouncil.gov.uk. The invitation contains a direct link to this RFQ.
= Please note however that the closing date for this RFQ iz 02 March 2022 14:00. Make sure you leave enough time to complete your

response.
For reference, the primary contact for this opportunity is listed below :-
Strategic Procurement Team Procurement Portal Organisation
T: 01202 451417 Supplying the South West Bournemouth Christchurch
F: 01202 454380 Refld and Poole Council
M: DMNE170835 Activity
E: procurementi@bournemouth.gov.uk Supply_of Water Bottles

f)  Once you have selected ‘Register interest in this opportunity’ you should see this pop up informing you that
your expression of interest has been successful.

g) Now that you have expressed an interest, the tender documents are automatically available for you to
view and download. Please note, you will not be sent the tender documents by e-mail or notification.
You must use the system to view and download them as they are automatically available.

h) From the screenshot above click the here button as highlighted in red above. This will direct you to the
documents that you will need to complete.
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Accessing the Tender Document for a Contract Opportunity

Step 4 — Downloading Tender Documents

proactis

4 Home Q Find opportunities  (T) My activities  4€€PMy contracts (@) Help

Home s My activities

Alldata v search 8
My activities

Narrow your results Active activities  Archived activities  Last viewed activities

- —Actions— v

o Buyer ~ Title Current event Event deadline

D res o Soumemaith Chrtehureh nd foce SQ et rocurement  08/10/2020
o Soumemaih Chstchurch and Poe CETE | G
“ Eventtype Boumemou th Chiistchurch and Pocle Supply of Water 031
A B e Botties 02jusj2022
O ptvent

O mee

- status

i) Alternatively, you can access the tender documents from the ‘My Activities’ area, where you will be able to
view all contract opportunities that you have expressed an interest in. The page will automatically default to
the tab ‘Active Activities’.

i) Toview Bournemouth, Christchurch and Poole Council contract opportunities that you have expressed an
interest in, select the tick box next to ‘Bournemouth, Christchurch and Poole Council'.

k) Then click ‘Update’.
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Accessing the Tender Document for a Contract Opportunity

Step 4 — Downloading Tender Documents

proactis

4 Home @ Find opportunities () My activiies  45PMy contracts @) Help =4
Home » My acfiviies

Allgata v | Search oo |

My activities

Narrow your results Active activities  Archived activities  Last viewed activities

~Ations— v
=] Buyer

0 grstot ty Gourcs
- B Gy Coencl o Boumemouth Chistchurch and Paole
O ess

Current event Event deadiine

curement  SQ Test Procurement  08/10/2020
o Boumemou th Chistchurch and Poole < sQTEtNOTERMS 02102020

Supply of Water
Bottles

- Eventtype O Boumemouth Chistchurch and pod
[

02/03(2022

[) You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth,
Christchurch and Poole Council.

m) To view the tender documents that you need to review and complete, select the blue hyperlink of the relevant
contract opportunity as shown above.
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Accessing the Tender Document for a Contract Opportunity

Step 4 — Downloading Tender Documents

@ KN AT
proactis —
# Home Q Find opportunities  ([[) My activiies €€} My contracts @@ Help

=24 7
Home > My activities >

Activity : Supply of Water Bottles

Back to home page
Events

Archive this activity
Messages (0)

Supply_of Water Bottles Expression of interest accepted

You have received 0 message(s) of which 0 are unread
Hide details | Gpen
View all | View unread
Interest start date: 01/03/2022 12:00
Interest end date 02/03/2022 14:00

Audit history
Expressed interest on  01/03/2022 12:35

View audit history.

Supply_of Water Bottles (Respond by: 0210312022)

n) To view the tender documents, click on the hyperlink of the contract name for the event that is showing as Not
Started and has a ‘Respond by’ date next to it. Click on open.
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Accessing the Tender Document for a Contract Opportunity

Step 4 — Downloading Tender Documents

(@)
proactis

#4 Home  Q Find opportunities () My activities 4E$My contracts (@) Help =L 0

Home » My activities » Supply_of Water Bottles »

Activity summary

Back to dashboard

Activity information & © Take a tou

Buyer: Boumemouth Christchurch and Poole Coundil A response to this activity can be submitted no later than

Title: Supply of Water Botties 1D: 5279792 2nd March 2022 at 2:00 PM &
Description: The supply of water botiles for BCP Council catering outlets

Time remaining &

1
Activity documentation, files & links (6) & ide
Title Type size
& Appendix 1 - Specification v2.00.pdf pdf 186 KB
Messages & clarifications (0
& Invitation to Tender - Supp! docx 140 KB g ©
e v @ This panel will show any messages & clarifications that have been sent to.
der Response - Part A - Questionnaire (SQ) v5.00.doex docx 1 KE you conceming this activity from the buyer
der Response - Part B - Form of Tender and AGC v2.00.doox docx 5 ke You have received 0 message(s) of which 0 are unread
[il lesponse - Part C - Pricing Evaluation v2.00.xisx Xisx. 12KB View all | View unread
& Tender Response - Fart D - Quality Evaluation v3.00.docx docx 62K8

Your response
The checklist below shows the current status of your response to this activit
Terms & conditions (1) & ¥ @ i
This is your response submission progress checklist:

&  Standard Goods and Senviges Terms and Condtions
Before you can submit your response you need t...
@ Indicate your inent fo respond

@ start response or opt cut e aciivty

@ complete the additional information section
@ Acceptterms & conditions fully or in part
@ submit your response

Oprions curremty available 10 you are.....
Start my response ndicate your infent fo respond

0) From this page you are able to view a description of the requirement, the tender documents, the tender
deadline date and time remaining, amended versions of the tender documents, your primary contact and the
checklist for your response. Please ensure that you download all of the tender documents and review the
requirements. Use the scroll bar on the right to ensure you view all of the tender documents.

Page 8 of 9 How to Access Tender Documents through Supplying the South West v8.00 April 2022



p) The tender documents should be downloaded and completed on your own computer.

g) The documents should be completed and re-uploaded through the system before the deadline shown on the
system. There is a tender submission deadline countdown in the top right hand corner of the screen.

r) Please follow the guide ‘How to Submit A Response’ when you are ready to submit your Bid.

Please do not leave submitting your response until the last minute as you will be unable to submit your
response after the deadline date and time shown on the system for that contract opportunity.
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How to Ask a Question on a Procurement

Step 1 — Login to ProContract

e R ——

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
Authorities for councils in the South West. The procurement portal is FREE fo join for businesses and offers the
following advantages:-

Suppliers' Login

+ Immediate access to cument business opportunities

+ Receive email notifications on business opportunities that are align with your company

+ Reduces costs as the process is online

You are in control of your tender submission and not reliant on a third party courier or postal service
Submissions can be completed electronically rather than hand written

Submissions can be amended up until the closing date and time

Buyers' Login

Help and Guidance

Crown Commercial Services
Once your company has registered you need to add the domain @due-north.com to your safe senders list

TED - Tenders Electronic Daily 1o ensure that you receive all email aleris

a) Go to www.supplyingthesouthwest.org.uk
b) Click on ‘Suppliers' Login’
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How to Ask a Question on a Procurement

Step 1 — Login to ProContract
proactis

Log In Welcome to ProContract
Already regi 7

Simply enter your chosen usemame and password and click ‘Continug’

New to ProContract?

Password

Suppliers - If you are not currently registered on the ProContract procurement portal.
you can complete a simple registration process by clicking the following link - Register

Forgotten your username or password | free

Migrated from ProContract Version 2?
If you are currently registered with a ProContract Version 2 procurement portal and the
procurement portal has migrated ta Version 3 your details have been automatically
transferred. however for security and account validation you will b required to reset your
password by following the instructions outlined in the following link - First time login
following migration

Still need help?

Please visitthe help center where you can access an extensive help library, FAQ's,
videos and guides

c) If your company is not yet registered on Supplying the South West, fill in your organisations details and click
‘Continue registration’. Follow the on screen instructions. Once you have been issued log in details, return to
this page to login.

d) If your company is already registered, click ‘Log in here’

e) Type in your login details and select ‘Continue’

f) If you are unsure of your login details, please contact Due North at ProContractSuppliers@proactis.com.
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question

proactis

Home

Home page

~ Activities

© My activities

Active Recently added Last viewed

Please select

© Please select a buyer from the di

- Opportunities

To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link above

-a

©

niracts

© Hep

- Company detalis summary /&5

BCP Council Test Supplier
Town Hal, Bou

joumemoutn, Dorse?, BH2 6DY

Description

This is 1 st Supplier

ounci, Local A

- Vendor profile

on sets used nationally by buying
5 area so please read the

(0% complete)

~ Workgroups

assigned 1o workgroups allowing all contacts within a WOrKQIOUp 10 work on the

g) Once you are logged in, you will need to navigate to the contract opportunity that you want to ask a question

for.
h) To do this, select ‘My Activities’.
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question

proactis

# Home  Q Find opportunities () My activities €&»My contracts (@@ Help

Home > My activities

All data v Search E
My activities
Narrow your results Active activities Archived activities ~ Last viewed activities

~ Buyer
() Boumemouth Christchurch and
PeeECon

© Please select a buyer from the narrow results panel and click on the ‘Update’ button
Bristol City Council
) Less

~ Eventtype
Al

O agvert
O rrx

~ Status
[OFY

O New action

i)  When you are in the ‘My Activities’ area, you will be able to view contract opportunities that you have
expressed an interest in. The page will automatically default to the tab ‘Active Activities’.

i) Toview Bournemouth, Christchurch and Poole Council contract opportunities that you have expressed an
interest in, select the tick box next to ‘Bournemouth, Christchurch and Poole Council’ then click ‘Update’.
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question

k) You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth,

Christchurch and Poole Council.

[) Select the blue hyperlink of the relevant contract opportunity that you wish to ask a question for

Active activities Archived activities

Last viewed activities

—Actions— hd
(] Buyer Title Current event Event deadline
O ggzmﬁmuuth Christchurch and Poole S0 Test Procurement  5( Test Procurement  08/10/2020
O ggﬂ;‘lﬁm"”th Christchurch and Poole SO Test NO TERMS  SQ Test NO TERMS  02/10/2020
Bournemouth Christchurch and Poole Supply of Water Supply of Water
|
O Coundil Bottles Bottles 02/03/2022
P
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question

Activity : Supply of Water Bottles
< Back to home page

Archive this activity

Messages (0)

Events
You have received 0 mescage(s) of which 0 are unread
Supply of Water Bottles Expression of interest accepted Hide details | Open P
Interest start date: 01/03/2022 12:00
Interest end date 02/03/2022 14:00 Audit history
View audt history.

Expressed interest on 01/03/2022 12:35

View details | Qpen

(Respond by: 02/03/2022)

Supply of Water Bottles

m) On the next screen in the ‘Messages’ box, click on ‘View all’.
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question

<
proactis

#& Home  Q Find opportunilies () My activiies 45 My contracts @) Help

Home > My, of Water Bottles » Messaging All data w | Search Go

Messages for Supply of Water Bottles - Search results

Narrow your results Inbox

~ Read Status. Creats new message —Actions— Nl = |
O Read
Unread

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

- Received/Sent Within
® Al

Previous 7 days

©  Previous 30 days

©  Date range

n) Select ‘Create New Message’
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How to Ask a Question on a Procurement

Step 2 - How to Ask a Question
proacEiS

©) My activiies

4> My contracts (@) Help

# Home Q Find opportunities

New message
Private recipients

To: | Project team

Message
ﬁmoa: \

Body:
B I Y &

=E xDhD@
® A2

=
B m
® il
il
iiii
m
=
<]

&

\_ J

Amchmnug
!c'ﬂllllm I Cancel

0) Create message and if required, you can add an attachment using the ‘Attachments’ section.
p) Click ‘Send Message’. This message has now been sent directly to the Project Team.
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How to Ask a Question on a Procurement

Step 3 — Viewing and responding to messages

(@)
proactis

4 Home  Q Find opporunities () My activiies €=pMy contracts (@) Help
Alldata | Search G

< » Messaging

Messages for Supply of Water Bottles - Search results

Narrow your results Inbox
~ Read Status. [ Create new message | —Actions— 23
O Read O Refto - subject From Date public
Unread
0 111 RE: Water Botles Project team 01/03/2022 14:55
Fisgged O 1u Clarification Question :
« Received/Sent Within
® Al
O Prevous7 daye
S Previous 0 days
S Date range
=3

g) If you receive any notifications regarding a message being issued, you will be able to review these within the

Messaging area.
r)  When you receive a notification, you can follow the hyperlink in the e-mail and it will take you directly to the

message that has been published.
s) Click on the hyperlink to read messages that have been issued through ProContract.
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How to Ask a Question on a Procurement

Step 3 — Viewing and responding to messages

proaclﬁis

P —

@ My acties. €Wy contacts

Message

Received from

From Sent

Frofect team 10372022 1455

t) You can use the ‘Reply’ button to respond to any messages you receive where appropriate.
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How to Submit your Response through Supplying the South West

Step 1 — Login to ProContract

. §

Procurement Portal

Home
Search Latest Opportunities
Contract Register

Authorities

Suppliers' Login

Buyers' Login

Useful Links

Help and Guidance

CPV Codes

Crown Commercial Services

TED - Tenders Electronic Daily

Welcome to Supplying the South West Portal

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
for councils in the South West. The procurement portal is FREE to join for businesses and offers the
following advantages:-

« Immediate access to current business opportunities

+ Receive email notifications on business epportunities that are align with your company

+ Reduces costs as the process is online

« You are in control of your tender submission and not reliant on a third party courier or postal service
+ Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time

Once your company has registered you need to add the domain @due-north.com to your safe senders list
to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk

b) Click on ‘Suppliers Login’
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How to Submit your Response through Supplying the South West

Step 1 — Login to ProContract

[@)
proactis
I —

' Logln ‘ Welcome to ProContract

User Name. Already registered?
) Simply enter your chosen username and password and click ‘Continue’
Password New to ProContract?

Suppliers - If you are not currently registered on the ProContract procurement portal,
you can complete a simple registration process by dicking the following link - Register
Forgotten your usemame or passworff? free

Migrated from ProContract Version 22
If you are currently registered with a ProContract Version 2 procurement portal and the
procurement portal has migrated to Version 3 your details have been automatically
\ ) transferred, however for security and account validation you will be required to reset your
password by following the instructions eutlined in the following link - First time login
follawing migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's
videos and guides

c) Type in your login details and select ‘Continue’
d) If you are unsure of your login details, please contact Due North at ProContractSuppliers@proactis.com
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How to Submit your Response through Supplying the South West

Step 2 - Find the Contract you want to Submit a Response for

Q)
proactis
Allopportunities | Search a8

Q Find oppartunitie My activities 4 My confracts @) Help

#4 Home

Home

~ Company details summary /Edi

Home page
~ Activities View full screen
BCP Council Test Supplier
Active  Recently added  Last viewed Town Hall, Bourne Avenue, Bounemouth, Dorset, BH2 6DY
Description
_ Please select — v Search This is the BGP Gouncil Test Supplier
8 [ | e
Counci, Local Authority
@ Please select a buyer from the dropdown and click on the 'Go’ bution
~ Vendor profile
The questionnaires listed below contain common question sets used nationally by
- buying organisations. Questionnaires may be relevant to your business area s
//Find opportunities please read the description by hovering over the help icons.
Edit (0% complete)

@ Standard Selection Questionnaire (SQ) @

@ Test Vendor Profile @ Edit (0% complete)

~ Opportunities
To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link above

e) Once you are logged in, you will need to navigate to the contract opportunity that you are submitting a

response for. To do this, select ‘My Activities’.
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How to Submit your Response through Supplying the South West

Step 2 - Find the Contract you want to Submit a Response for

proactis

4 Home  Q Find opportunities

(D) My activities €My contracts

@ Hep

Home » My activities
Al data

My activities

Narrow your results

o Buyer ~ Title
o Boumemouth Chiistchurch and Poole 50 et procyrement
- Counl e e
[u] x
unc

i

- Eventtype o Boumemoth Chistchurch and Poole
a - Councl
O advert
O rec

- status
® A

O Newacten

v | Search

Active activities  Archived activities  Last viewed activities

~Actions—

Current event

5 Test Procurement

S SQTestNO TERMS

Supply of Water

Event deadine
08/10/2020
02/10/2020

02/03/2022

=1

f)  When you are in the ‘My Activities’ area, you will be able to view contract opportunities that you have

expressed an interest in. The page will automatically default to the tab ‘Active Activities’

g) To view Bournemouth, Christchurch and Poole Council contract opportunities that you have expressed an
interest in, select the tick box next to ‘Bournemouth, Christchurch and Poole Council’ then click ‘Update’.
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How to Submit your Response through Supplying the South West

Step 2 - Find the Contract you want to Submit a Response for

proactis

4 Home  Q Find opporiunities  ([C) My activiies €My contracts @) Help =2 0

Allgata v search =3

Home » My activities

My activities

Narrow your results Active activities  Archived activities  Last viewed activities

Event deadline

O ress 0 08/10/2020

SQTetNOTERMS  02/10/2020

- Eventtype Supply of Water
a o= ottt 02032022
O aaver
O mee
status
®am
O Newsaten
=

h) You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth,
Christchurch and Poole Council.
i) Select the blue hyperlink of the relevant contract opportunity that you wish to submit a response for.
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How to Submit your Response through Supplying the South West

Step 2 - Find the Contract you want to Submit a Response for

proactis —
4 Home Q Find opportunities () My activities €5 My contracts @) Help

Home > My activities » Su

[Th

Activity : Supply of Water Bottles

Back to home page
Archive this activity
Events
Messages (0
. i i You have received 0 message(s) of which 0 are unread
Supply of Water Bottles Expression of interest accepted Hide details | Open View ol | View unread
Interest start date: 01/03/2022 1200
Interest end date 02/03/2022 14:00 Audit history
Expressed interest on 01/03/2022 1235

View audit history

Supply_of Water Botties

(Respond by: 02103/2022) View details | Open

i) The system will show a few ‘events’. You will need to select the event that shows as ‘Not Started’ or ‘In
Progress’. Click on the hyperlink of the contract name that you want to submit a response for.
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How to Submit your Response through Supplying the South West

Step 3 — Submit your Response

© My activities

ly contracts (@ Help >}

Bottles »

Activity summary

Activity information &

Deadline & time remaining

Buyer: Boumemouth Christchurch and Poole Council Aresponse to this activity can be submitted o later than

Title:  Supply of Water Botties D: 5279792 2nd March 2022 at 2:00 PM @

Description:  The supply of water bottles for ECP Council catering outlets Time remaining &

Activity documentation, files & links (6) &

Title

Type size

pat 166 KB

Messages & clarifications (0)
A ion to Tender - Supply_of Water Bottles v6 00 doc docx 149KB
ender nse - Part A- Questio 5.00.doc (@ This panel will show any messages & clarifications that have been sent to

& Tender Response - Part A - Questionnaire (SQ) v5.00.docx docx 111 KE you conceming this actity from the buyer
& Tender Response - Part B - Form of Tender and ACC v2.00.docx docx 65KB You have received 0 message(s) of which 0 are unread
& Tender Response - Prt C - Pricing Evaluation v2. Xisx 12KB al | View unread
& Tender Response - Part D - Quailty Evaluation v, docx 62KB

Your response

The checkist below snows ne current status of your respense to this activity

This is your response submission progress checklist:

&

Before you can submit your response you need 1.
Indicate your intent to respond

Start response or opt out the activity

@ Comolete the additional information section
@ ~cceptterms & conditions fully or in part
@ suomityour response

jable 10 you are....

EENAEe o Tl Indicate your intent to respond

k) To begin submitting your response, click ‘Start my Response’.
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How to Submit your Response through Supplying the South West

Step 3 — Submit your Response

proactis

My contracts @) Help

o () My acivies

Activity summary

Deadiine & ime remaining

Activity infarmation &
A responss 1o Dis activily can b SUDITEd 00 laler than

Buyer: Boumemouth Chistchurch and Poals Council
Title: Supply of Waler Bodtles 1D: 5278752 2nd March 2022 at 2:00 PM @

Time reamaining &

Descrption:  Te SUDDIY of WELS! DOMlEs 107 BCP CoUNCH CaIENNg Outets

Activity documentation, flles & Inks (§) &
Size

X

Title

T

& 2 oot o
& doc vke Messages & clarifications (6)

. 1 : .
& = . oo
&= . P wske
& T - s 2xa
& = @ e
Terms & conaitions (1) © e 1 T curran tatus ofyour respansa o

This s your response submission progress checkist:

&

[)  You will then be taken to your Response Summary, where you should follow the checklist in the “Your
response’ section.
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Step 3 — Submit your Response

proactis

Q, Find opportunities  [T) My_activities

Your response summary <Backlo summary © Take a tour

Response information w Deadline & time remaining w

Supplier: BCP Council Test Supplier Company reg number: None
Aresponse to this activity can be submitted no later than
Workgroup: Finance Company address:  Town Hall
Boumne Avenue 2nd March 2022 at 2:00 PM &
Workgroup contacts: Strategic Procurement Bournemouth
orset Time remaining &
Activity id:  DN6170835 United Kingdom
BH2 6DY
Response id: R108217895 Website:  hity

Additional information & 7 Edt

‘You have not started the Additional information’ section. Click on the 'Edit'link to begin.

Your response & Response history
The checklist below shows the current status of your response to this activity
Response documentation, files & links (0) & +
This is your response submission progress checklist

Mo atiachments S0 far you have.....
@ Incicated intent to respond (01/03/2022 15:22)

@ Sterted to draft your response to this actvity

Terms & conditions (1) & V' ccept terms & conditions & Deciine terms & conditions

Before you can submit your response you need (0.
Title @ Complete the additional information section

Accept terms & condtions fully or in part
&  Standard Goods and Sen [ ] 4 Iy orin p:

@ submit your response

Options currently available [0 you afe..
Optou

Audtt history

View audt history

m) This is your response summary dashboard. You will need to complete the actions listed in red before you can
proceed further. Complete the additional information field by clicking on edit.

Page 10 of 15 How to Submit your Response through STSW v8.00 April 2022
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Step 3 — Submit your Response

<
proact

S

© My activiies €My contracls @ Help

Home » b ies > Supply_of Water Boftles , Additional information

Additional information

Supplier reference (optional) &
|

Response information (optional) &

Additional comments {optional) &

| have read and understood this section and can confirm | am happy not to include any agdtional information &

ancel

n) In these fields, you can provide additional information. If you do not have any additional information to include,
please tick the box to confirm you do not have any additional information to include. Once complete, select

save.
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How to Submit your Response through Supplying the South West

Step 3 — Submit your Response

proactis

Your response summary

Response informaton v

s 5 5 VY €01 B S 5t
2nd March 2022 st 2:00 PM

Time remaining o

You will then return to the response summary page. Next you will need to add your documentation by clicking
add. A popup screen will then appear which will give you the ability to upload your completed tender

documents. You can drag and drop documents to upload them.
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Step 3 — Submit your Response

Attachments ()

Show wieblinks

o, ios. gif. og. png. jpeg. .
oo, X, PRt MP3, Mav. mda, swl, wm. meg,

=

Having issues uploading, Ty our basic file uploader

Close

p) Click on add files to upload your completed tender documents. Once done, click ‘Start Upload’ to complete
the process.
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Step 3 — Submit your Response

proucfiﬁ

Your response summary

Response nformation &

Company rog mumber: one

Company addn
Workgroup contacts:

Activityi: DNS17a83S

Response id: R105217835 Wobsite

Agcnional information &

Suppller reference, response information & addiional comnens
ou have i wank i inchude &

i response infomation o addBonsl comments a

Response Gocumentation, fles & inks (0) &

No atachments

Terms 8 conditions (1) &

)

Deadiing & lime remaining &
A responss to this acivity can be submitted nolater han

2nd March 2022 at 2:00 PM &

Time remaining o

Your response &

The checkist bl shows the curent stshus of

Optians conrsnly available 10 you are.

Audit history

Q)
completed, click on ‘Accept Terms & Conditions’.
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Step 3 — Submit your Response

proactis

amm  Q Fin

e mspomse ok o amens commerts 6356 of youn ez

ou e acimomesged your sccapance o i htes erms 8 concitons

r) Finally, click submit response to complete your application.

s) You will also receive an e-mail from ProContract confirming that your response has been submitted. If you
have not received a confirmation notification by e-mail of your submission, please contact Due North on 0330
005 0352 to confirm you have submitted your response.

t) If you wish to amend your response after submitting, you can make amendments by selecting ‘l would like to
edit my response’. This will create a second version of your submission. Ensure that you allow plenty of time
before the submission deadline if you choose to edit your submission. You must ensure that your edited
response is submitted before the deadline.

u) If you do not want to edit your submitted response, select ‘Back to Dashboard’.
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