Independence at Home — Flexible Framework

There are 3 key steps to making a submission:

Step One — Create a Proactis account (unless you already have one, in which case,
miss this step)

Take me to guidance on Step One

Step Two — find the opportunity and ‘register an interest’

Take me to guidance on Step Two

Step Three — complete the Request to Participate and submit it

Take me to guidance on Step Three



Step One:

Supplier Registration — Supplying the South West / Proactis

Y

Search Latest Opportunities
Contract Register
Authortties

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 3 user fiendly, intultive process 10 advertise all open tencers and quotation opportunities
for Councits in the South West The procurement portal 1S FREE 10 join for businesses and offers the
fokowing acvanages -

+ Immediate access 10 cument business opportunities

» Recenve emad notifications on business opportunities that are algn with your company

+ ReGuces costs as the process s online

« You are in control of your 1ender Submission and not rekant on 3 third party couner of postal service
« Submissions can be compieted electronically rather than hand written

« Submisskons can be amenced up undy gsing date and time

Register now

Once your company has regishaggd you need 10 acd the doig
1o ensure that you receive all email 3T

€ due-north.com 10 your safe senders st

Access Proactis at:
https://www.supplyingthesouthwest.org.uk/
Log in through the Buyers Log In link:

Click ‘Register Now’


https://www.supplyingthesouthwest.org.uk/

Register free with ProContract

Begin your ProContract supplier account registration by filling in a few detalls below. Enter your Organisation Name and Email

Organisation name Address

Click ‘Continue Registration’

Email address &

ggistration’, you agree to the Terms and Conditions & Privacy policy

Continue registration

igady registered? Loge here

Complete the required Sign in details

Swpplier registration
Sign i details
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Passwond Rispeal passwoid
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Complete the Organisation Details and Primary Contact Details
Click ‘Continue Registration’

Organsation delals Primarny conlact detads.

Plaass peovichs your srganination detaly below Plaana provichs your contact dataly below

Chganiaaion name Changs Titke FirsL name Lant raren

Tast Set Up v

Addrean o it [ prarimmag
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Type in a key word (e.g. Domiciliary Care) or type 321014 and click ‘Find Recommended’

Supplier registration - Areas of interest

@ Take a fouwr
Opporiunily aneas of inlerost
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Click on ‘Click to refine’ to select appropriate categories or deselect irrelevant categories — ensure that you register against
ProClass code 321014 for Domiciliary Care and CPV Code 85000000-9 (Health and social work services).

Click on ‘Click to refine’ against Preferred Region(s) of Supply — you may choose to receive notifications for the whole of the UK or
narrow it down more regionally, depending on the area of operation for your organisation.

Then click ‘Continue Registration’

You will o ink of o new s under the Ested Categodes below I your regis - upon clicking Continue registration”. X is recomemanded Thart you check your categanies careiully (see Ssclamer above) 50 that you ont Mmiss 0ut 00 SppONunities. You can refine selection by

chching on the Thck % 1efine” fnks below
Please Note: Make sure that you chack for variations in vocabulary when refiaing your sutometic selections. Fac axample. Joinery’ s not 3 keyword in the UNSPSC category set but “Jober’ & ‘Carpenty’ are

UNSPSC C3ck 39 rotine NHS eClass Version 2014 3k 10 1w
42272208 - Home cane vertiaton REC - Care and veatment Primary Care « Homa care delivery services

85121501 - Priemary cace physicians home visls senices RHV - Chvonic Syease management (speciied dsease) Primary Care - Home care delivery services

93149504 - Foster hams Cane services o phanags LS - Disesse management (spacified Sisease) Prmary Care - Homa care Selivery senvices

RNH - End of Me care Primary Care - Homa care delivery senvices
RAQ - Part of care pathway Primacy Cace - Home care delvery secvices
208 - Noa-NHS Homse Cace Services
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31017 - Nuning & Residential Care Homes

Spirit Pub Categones Chx % el Proc HE Cacx 20 refem

Region(s) of Supply

You can furthee refine your areas of interest by selacting the tegions that you can supply your goods andior services 1o, Simmply click o8 and choose your prefoered tegion(s) For example, i you can sepply your 9oods snd'or services Broughout the UK then select UK ¥ however you ate mare of 8 local
provider Ban choose & tegional Glameter at you e comfonable with ¢ § UK. North East England

Preferred regron(s) of supply Cacx 12 paten
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Click ‘Yes, | am sure’ to confirm

Are you sure you want to submit your registration application A

W




You will receive a confirmation email from the system provider to say they have accepted your application. Once processed, you
will receive a further email with login details.

Supplier registration
Next Steps

Application submitted for approval

‘You have successfully submitted your application to register as a ProContract supplier. Your application has been submitted for approval.

What happens naxt?

The ProContract team will now review your application. In most cases this review will take place within the hour and you will be notified by email if your application is successhul.

NOTE: The email you receive contains a link that you must follow in order to confirm your email address. Uniil this action has been completed you will not be able to login and buyers will be unaware of your company profile.
I sucoessful, you will receie confirmation of your usemame and a link 10 access your personal activity dashboard

Ag you log in 1o ProContract for the first time you will be asked 1o complete your registration process,

Owernight, your interests will be matched against the latest published opportunities and vou will be notified by emall. The amaill will contain links 1o review, and if you wish, expresa your intarest in each of the opportunities
What if | don’t receive confirmation?

If you don't receive an update regarding your application within 48 hours you should complete the following -

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

Close



On your first log in set up any additional users and check your categories.

On the Home Page click on ‘Edit’ next to Company details summary in the top right hand corner

- Company details summ

BAMES Test
Test, Test, Avon, BA1 5BD

Description

test supplier
Keywords

test

Scroll down to Workgroups, click ‘Edit’

~ Workgroups

Active

—
1]
i
|t

# Add a new workaroup

View details | Edit



Amend or add your categories by clicking ‘Edit’ next to any of the category types.

CPV categories &

03000000-1 - Agricultural, farming, fishing, forestry and related products

Add another user by clicking ‘Edit’ next to Workgroup Members

Workgroup members

Mr User Supplier-
BANES-1
Tester

You can also add more workgroups — this allows the same organisation to have different individuals set up for different categories
or regions of interest.



On the Home Page (bottom right) click on ‘Add new workgroup’

-~ Workgroups

Activities are assigned to workgroups allowing all contacts within a
workgroup to work: on the activities together

Add new workgroup



Step Two: Register an Interest

Access Proactis at:
https://www.supplyingthesouthwest.org.uk/

Log in through the Buyers Log In link:

LogIn Welcome to ProContract

important Notice
ProContract Maintenance - Advance Notification

- In order to deploy the latest ProContract update there will be scheduled downtime for up to an
hour:

» Live environment Thursday 09 May 2019 at 20:00

Ecmgasnyour usemame of password?

Already registered?

Simply enter your chosen username and password and click 'Continue’

New to ProContract?

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 free


https://www.supplyingthesouthwest.org.uk/

On the Home Screen, click on ‘Find Opportunities’

- Opportunities

To search and view all of the latest opporntunities available on the Due North portal, please click on the ‘Find opportunities” link above

Enter DN442975 into the search box in the top right of the screen and click ‘Go’ DN442975

proactis

Home Find opportunites ey actities Wy contracts Fheip Your oo .. Logout
_— P [ “

Opportunities - Search results

Marmaw your results Opportunities
Prorals Tikke: Buryer Exgeession Start.  Expression Bad Estimated value
AR il H i Bt and Morth East Somerset Cound 29 2019 L]
Feeth Yerkehine Coursty Conred FEE R 2T Mk
- (uganinaticn
AR i
= Calegadien @

Theee are  categories selecied

EoEoo



Click on ‘Register Interest in this Opportunity’

Home Find opportunities My activities My contracts Your account  Logout

Home » Find opportunities » Care Homes Test 3
Return to find opportunities
Care Homes Test 3
Main contract details Expression of interest window

Fr 019 13.00

Register interest in this opportunity

Opportunity Id DN6155978
Title Care Homes Test 3
Categories 85000000-9 - Health and social work services
Description Care Homes

Region(s) of supply Bath and North East Somerset, North Somerset and South Contact details
Gloucestershire
Estimated value N/A Buyer Bath and North East Somerset
Keywords Care Home Counil
Contact Cheryl Hansford
Email cheryl_hansford@bathnes gov uk

Telephone 01225 477273

Key dates Address Guidhall
Bath
Estimated contract dates 7R
Start date 31/03/2019 End date 29/02/2020 BAT BAW

United Kingdom



Step Three: Complete the Request to Participate and Submit It

DO NOT edit the Standard Selection Questionnaire that sits under the Vendor Profile heading — indicated below:

° hetps #1 doa-rorth.com P-RcC Supplar Poct-Logn Home
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Instead, click on the Find Opportunities section, search for the project and then ‘register interest in this opportunity’.
Type DN442975 in the search box in the top right corner and click ‘Go’
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You only need to register interest in the opportunity once. When you access the system subsequently you will be able to find the
Flexible Framework on your Home Page.

On the Home Page, under Activities: click on the ‘Recently Added’ tab and the ‘Independence at Home Flexible Framework’ will
appear in the list below. Click on the blue title to open the project.
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Access the full details by clicking on ‘Start’ or ‘Edit’ next to the current Acceptance Round

Activity : Test DPS Supplier Screen

Current events

Test DPS Supplier Screen Expression of interest accepted

Interest start date: 28/032019 09:00
Interest end date 31/032019 00:00
Expressed interest on 28032019 0946

Test DPS Supplier Screen - Mot started (Respond by: 01/0372021)

Acceptance round 2

Show all DPS events

Hide details | Open

LY
.II:“'

Click ‘Open’ or
‘Start’



View the tender documentation on the opportunity home screen — under the Activity Documentation, Files & Links heading
To start responding click ‘Start my Response’
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The questions for the opportunity can be accessed below the heading ‘Question Set’s. Click ‘Edit’ next to the Request to Participate
/ Selection Questionnaire to begin responding.

proactis

03l » Care Homes Test

Your response summary

Response information «

Supplier:
Workgroup:
Workgroup contacts:
Workgeoup contacts:
Activity id:
Response i:

BANES Test Company reg member: NA
Test Company address: Temt
Tent
Avon
User Supplier-BANES-1 Unded Kingdom
=3 BA1 58D
1
DN526363 Webshte: oo
R108211297

Addtonal nformation &

You have not started the ‘Addtional Information” section. Click on the Edit’ ink o begin

Question sets (3) v

Summary
Optional quastion set of 35 questions of which 24 are mandatory

Opticanl quastion st of 3 questicns of which 3 are mandatery

Optional goassion set of 4 guestions of which 3 are mandatory

Deadine & tme remaining «

A response 1o this activity can be submitted no later than
30th April 2019 at 1:00 PM ¢

Note the
countdown
clock

Your response «
Tha chacidat Balow shows Ihe cutrent satus of yOur Magonse 10 this
activiy
This is o Reniasion proge heckBet:
So far you have...

Progress . Indicated intent 10 respond (23042019 10:23)
@ Stated 1o draft your resgonme to this activity
E Belore you can submil your response you need to...
@) Complete the addtonal information section
@ Complete mandatory queston sets

. SUEM O resgonse

Options currently available 1o yow are....



Complete all questions. Note that the majority of questions are mandatory and you will not be able to submit until they have been
completed.

View evaluation questions
Questions

Title Section status Status Flag

1.1(a) Full name of the potential supplier submitting the information -
1.1(b) - (i) Registered Office Address ( if applicable) Answer question -
1.1(b}) - (ii) Registered website address ( if applicable) Answer question -
1.1(c) Trading Status Answes question -
1.1(d) Date of registration in country of origin Answer question -
1.1(e) Company registration number (if applicable) Answer quistion -
1.1(f) Charity registration numbsar (if applicable) Answer question

1.1(g) Head office DUNS number (if applicabla) Answer question

1.1(h) Registered VAT numbser Answer question -
1.1(i) - (i) If applicable, is your organisation registered with the appropriate professional or trade register(s) in the Answer question -
member state where it & established?

1.1} - (W) i you responded yes o 1.1() - (i), please provide the relevant details, induding the registration number Answer question

{s)

1.1() - (i) Is it @ begal requirement in the state whera you are established for you to possess a parficular Answed question -
authorisation, or be a membaer of a particular arganisation in order to provide the services spetified in this

procunement?

1.1() - (&) i you responded yes to 1.1{) - (i), please provide additional details of what ks required and confirmation Answer quastion

that you have complied with this.

1.1(k) Trading nama(s) that will be used if successiul in this procurement Answer quistion -
1.1(1) Relevant classifications (state whether you fall within one of these. and i so which one) Answer quistion -
1.1(m) Are you & Small, Madium or Micro Enterprise (SME) 7 Answer question -
1.1(n) Details of Persons of Significant Control (P5C), where appropriate; Name: Date of Birth: Nationality; Answer question -

Country, state or part of the UK, where the PSC usually Bves; Service address; The date he or she bacame a PSC



Supplier Informaticn | Question 1 of 19

Crrlaey S B b
T
11l ps o Wi sppda
CrarSon help
At T . T Thiy sprton. . mpmafotery

Once all questions are complete the progress bar on each question set will show as full:

Question sets (1) w
Title Summary
"‘ wample Ondin 1SS Mandatory question set of 12 questions of which 12 are mandatory

Progress



Find opportunities My activities My contracts

Home » My aclivities » Care Homes Test » Additional information

Complete the additional information or
tick the box to indicate that you are
happy not to include any additional
information. Click ‘Save’.

Additional information

Supplier reference (optional) o

Response information (optional) w

Additional comments (optional) &

understood this section and can confirm | am happy not to include any additional information @



You do not need to complete your submission in one go, it will save and you can pick up again where you left off.
To do this click on ‘View draft response’

Your response (Version 1 — Draft) Response history

The checklist below shows the current status of your response to this
activity
This is your response submission progress checklist:
So far you have.....
. Indicated intent to respond (29/04/2019 10:23)
. Started to draft your response to this activity
Before you can submit your response you need to...
. Complete the additional information section
. Complete mandatory question sets
. Submit your response

Options currently availably to you are.....

View draft response
e

Audit history

View audit history



When you are happy that your submission is complete submit your response by clicking on the ‘Submit Response’ button

Your response o Response history

The checklist below shows the current status of your response to this
activity

This is your response submission progress checklist:
So far you have.....

. Indicated intent to respond (30/04/2019 14:43)
. Started to draft your response to this activity
. Completed the additional information section
. Uploaded at least one attachment

Almost done, all you need to do now is.....

. Submit your response (Version 2)

Once your submission has been submitted you will see the status change to ‘Submitted’ and it will be time and date stamped.
You should also receive a confirmation email from Proactis.



Your response (Version 1 Response history

The checklist below shows the curré
activity

gé=porll response to this

This is your response submission progress checklist:

You have successfully.....

. Submitted your response (Version 1

Option. rrently available to you are.....

Change Response '

You have not successfully submitted your response until you see a screen like the once above.

View submitted response Opt out

Should you wish to amend your response after submission, but prior to the deadline date you can amend it by clicking ‘Change
Response’



If you have questions about the tender process or the published documents please use the messaging function to submit them to
the project team.

Do this by clicking on ‘View all’ and then ‘Create new message’
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Inbox

Create new message

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



The Flexible Framework allows the Council to re-open the application process for new entrants. As and when this is done the
system will create a new ‘Acceptance Round’ with a revised deadline date, as shown below. The initial application window will be
called Acceptance Round 1 with each subsequent round being numbered consecutively.

Current events Show all DPS avents

Test DPS Supplier Screen Expression of interest accepted Hide details | Open

Interest start date: 280372019 09:.00
Interest end date 377032019 00:00
Expressed interest on 28032019 05046

Test DPS Supplier Screen - Mot started [Respond by: 01/0372021) View details | Stan

Acceptance round 2



