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How to find contract documents and submit
applications on ProContract

Quick Guide
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1 Express an interest to apply LONDON [

>> TENDERS PORTAL brought ta you

1.1 Step 1 —Click on ‘Login and register interest in s  scires sosss
this opportunity’

Hackney Business
Main contract detais

Opporunity 14 DNEOES541

Thle Hackrey Business

Note Cateories S0000000-3 - Education and Iraning serices
Description Suppher Demo

Sign-up to meceive the latest opportunities
Region(s] of supply UNITED KINGDOM
Estimated value £1,000.000 00
Weywords  Education, Books, Knowledge. Literalurg

e The green button colour will be faded once
interest has been expressed

Key dates

e The supporting documents are accessed via‘My
activities’ — you see it appear on the header tab S o CM201G End den SUOT72018
once you have expressed an interest

o If you are not already registered with
ProContract, please factor in the time to set-
up your account with DueNorth (ProContract
provider) — please allow one working day

»»= TENDERS PORT.

Home Find opporunies My activiies My contracts
orfunidies 1 Hackney Business
Hackney Business
Main contract detaits

Oppormumity Id DNE0E5341
Title Hackrey Busiress
Categorles BO000000-4 - Education and training services
Description Supplier Dema

Sign-usp 16 ¢ o The LAest opportunities
Reglonis) of supply UNITED KINGDOM
Estimatad valua £1 D00 000 00
Keywords Educaton. Books, Krawledge. Literature

Key dates

Estimated contract dates
Start date 01072046 Endd date 01072018

Exprission of intarest window

From 2410572016 13.20 w 31072016 13.20

New 10 ProContract?

1 you ane not currently registored on the
ProContract procurement portal, you can
complele a nimgpde egatraton process by chohing
the followng ek - [iegater fres

Contact detais

Buyer London Borough of Hackney
Contact Varsha Findedck
Emell varsto udwick @
Tebephane 0208 356 3837
Address Hachney Town Hal
Hackney
Greater London
E6 1EA
Urited Kirsydorm

Your account  Logout

tum to tnd oppartuniies

Expression of mlerast registered

Date QVOT20M6 101628
Warkgroup Corperats

Expression of interest window

From 240672016 1340 1o JVOTR2006 13:40

Contacl details

Buyer London Borough of Hachney
Coniner Varsha Fredenck
Emall varsha fadsnck @hackney gor uk
Telephane 0206 355 3637
Address Hackrey Toan Hall
Hackrey
Creater London
EBIEA
United Kingdom

Attachments

9%
WE
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2 Access documentation : ProContract

brought to you by -

e T My e iivilies My coniracls Heg Your accownt  Logoul

2.1 Step 1 - Click on ‘My activities e—— prom

My activities

Namow your results Acte actraties  Archived activities  Last viewed activities
= Buysr
Ed
/ Locdes Beeeugh of Hachney B Plemse setect a buyer Trom Me narrow fesslls panel and cick on the Update’ buticn

- Event typ

2.2 Step 2 — Select ‘London Borough of Hackney’ as o
the Buyer

e

= Sums
LT
Mew ez

/m
2.3 Step 3 - Click ‘Update’

ProContract

o ¥
brought to you by -

2.4 Step 4 — Select relevant contract notice by

clicking its title (underlined and blue text) omm  Fecogpetntes wysela Wjcomrcs e ot gt
Lo + My activities A dmta LE> m
My activities
Narrow your results Active activiies | ATChived activiies  Last viewed activities
s i Setiors-
= Current event = Event deadline =
b o01/08/2020
VF Hay OPS 22/06/2020
D95 HE Lot 1 G5/05/2046
VP T Acc (hartut o) 1510372016
Tex 100 01106/2006
DS Quick Tt 29/04/2000

Accommodation Dynamic a3/10/2020

Hackney Dusiness I5/06/201%
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2.5 Step 5 - Click on ‘Start’ to access the
documentation and start your application broaet wyiry

Home Find oppomumites Wy aciivities My conlracts Help Your #ccount  Logout

ProContract

»> TENDERS PORTAL

cirviies « Hackney Business

- Hackney Business

Archive (b aoshoty

Events
Messaging
Hackny Business Egpression of interest accepted e chtialy | Sy Yo Parve O LnrEDg MEsEIge(s)
W e nsnges
Interest slart dete:  2L0E20E 13:40
Imerest end date 31072016 13.40 Audit history

Expressed interest on 01072006 1016

Haskney Business Respond by 25082018] oo chaily | 31

2.6 Step 6 — Click on the document headings to view Aarth ProContract
the attachments AR oo vou vy

Find opportunites Ny acimiles My conlracts Wour account Logout

5 1+ Hackray Business

Time ramaining

Lendon Baraugh of Hackney - PQQ 5202802

Tivle: Hackney Business Respond by; 25 June 2016
Description: i
Supplier Dema

Messaging

© atacnmenis Vol P O UTPean messages)

& Public attachments can be viewed by all Procurers and suppliers Nvohed in this

.

Sm8

° Evaluation crieria/question ==is

You did nol respond 1o this PO

2.7 Step 7 — Click on ‘Start my response’ to start

Guestions
your application Tile Mandatery Online Intemal
1. CCS PO - Suppller Detads & Compliance 36 i 0
2GS POQ - Technical & Protessional 12 12 ]
3 CCS POO - Project Specifics & nsurance 4 & o
4. CCS PO - Declaration 5 1 o

Note

e You have the option to start and stop any time
you wish as you can save your answers as you

ProContract

brought to you b
go along
Fmd opportunities My acivilies. My contracls Help Your account  Logoul
° The System Wl” Save your answers fOI’ Other 2 b by peteatsy + lemporary Houning Accommadation () + Temporany Housing Azcommedation (5)
Hackney Council tenders you apply for (this is =
London Borough of Hackney - DPS n200183 Timia ramaining

subject to the publish question being identical to

that previously answered) _

Description;
Four Lots: Lot 1 - Bed and Break oTe =
Lease properiies Optignie-sfily for one of more Lods. Messaging

You b

e There is a countdown displayed on this page s
(referred to as the ‘contract title landing page’) to

flag the deadline (we do not accept late returns)

Title Online  Internal

Crown Commercial Services - Cabinet POy 2 o

- ®] start my respenac

® You have the functionality to submit queries via =l
the ‘Messaging’ function TR —
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2.8

2.9

2.10

Step 8 — Read the instruction on the ‘Details’ and ProContract
click on ‘Continue’ to progress to your application breuahtte youtr BRHK

Find opportunilies My acthilies  Myconiracls  Help Your accoun!  Logout

w45 1« Craats PO response
Create PQQ response
.Dmads 2 Additional information 3 Cuestionsets 4 Attachments

Response roference: 106470385
Welcome 1o lhve POU resporne wizard
The wizard will assist you with the complstion of your responte

You will be presented with  pumber of Gifforert steps 1o complate. Orice sach shep has been completod you can click the Tontinug® button b pro 6ed 10 the pext
step, or Back” to returmn 1o the price step or Tancel’ to exit the wizaed

After the completicn of each step. the responss information ertered will be saved as 3 draft. which Wil aliow you 12 resume the response 2t a Later date if
requinsd

Orco all the staps have basn comploted and all mandatory mapcass citoia have boon mot. you will b asked if you wish 16 submit your sponss

M you agree to submil your response. you will recere a confiration recept email. Plaase rote, if you do not receive the confimation email please contact
suppor a8 you cannct be guaranteed that your resporae has been ecerved

du
O

‘»

ProContract
brought to yau by FGTE

)

Step 9 — You may wish record your internal
reference number and provide comments =
(optional) in the ‘Additional information’ tab and e e o i s cosePad msose
click on ‘Continue’ to progress to your application  Create PQQ response

| Delaids .Mdﬂionalmlﬁnnalim 3 Questionsets 4 Aftachments

Home

Find opporfunies My acivilles  Myconlacls | “our accoun!  Logoul

Suppler releronce (optional) &
Fxample
Reaponss mformation {optional) €

123

Additional commeets {optional) &

456

Step 10 — Click on the ‘Edit response’ to answer
each section listed in the ‘Question sets’ and
click on ‘Continue’ to progress to your application

Note

e Each section of the CCS PQQ contain multiple
questions (the number of questions are listed Fiodopportunties. Myactwiies  Mycontracts e Vour account Logout
under the ‘online’ column in the ‘Evaluation e et et s e e e
criteria/question sets’ on the ‘contract title landing
page’)

e You have the option to start and stop any time you
wish as you can save your answers as you go
along

e The system will save your answers for other
Hackney Council tenders you apply for (this is ok P00 - Dactaation
subject to the publish question being identical to
that previously answered) e R

© Ewaluation criteriaiquestion sets

Questions

Progress

- Suppher Details & Comphance

Technical & Professional

- Project Specifics & Imwrance Ip—

Title Mandatory Online  Intemal
1. CCS POA - Supphier Detads & Compliance ) 41 ]

2. CCS PQQ - Technical & Professonal 12 12

ProContract
Bbrought o you by |

o o

3 CCS POO - Project Specifics & Insurance 4 6

4. CC5 POQ - Declaration 5 5

o

Find opportunities My acimles My canlracts Help Your account  Logout

kney Busineas » Create POQ response

Create PQQ response

2.11 Step 11 — You have the option to upload v v Nl v e e ) e
‘Attachments’ and click on ‘Finish’ to proM@;u — -

to your application P ot
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2.12 Step 12 — Click on ‘Submit response’ to forward ' ProConifs
your application and confirm your submission in MO —
the pop-up message by clicking on ‘Submit
response’

Home » Mi_activities + LIVE RE
Purchasng 3ystem

Tume: remaining

Respond by: 03 Octobes 2020 00:00:00

© naditional information

Supplier refarence;

) Terms & conditions - ¥ Accepled echng

—

© Evaluation crieraiquestion sets L
Submisson chec kst
Title Action Progress . Tare & condinans
Crown Commercial Services - Cabinet POO Cdil responss I"Im“ Ciptaul @ Feussen erriauesten sets

No attachments

F °
o Sl e

Submit response
| Are you lﬂ you want to submit this response?
F Cance "

D T s — ; R ————— Y

NOte 1. ProContract

brought to you b

e The green button colour will be faded once the
application has been submitted

Find opportunifies My activifies My contracts Your account  Logout

Syateen » LIVE REPLICA 2 Temporary Accommodation Dyt

My response 108970389 Draft Time remaining

Fespond by: 03 Cetoner 2020 00.00.00

© Agattional information Edit
Supplier reterence:

@ Terms & condiions -+ Accepled

© Fnszonss conimis
&
© Evaiation ertenaiquestion sets '
Submission checklist
b Aotion b e @ e sconanons
Crown Commercal Senaces - Cabinet PQG  Edilresponse aptaut . Evaluation critenaiquestion sets

S (R

No attachments



3 Hints & Tips
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ProContract

brought to you

3.1 Question set o e

3.2  Contract title landing page

The questions can be saved as draft

Supplier Details | Question 1 of 8

Question Heip
1 Full name of the Supplier complating the PQG This question is mandatory
You can flag questions for review e R A

You can save draft answers and navigate

to the next question by clicking on ‘Save

and next’ instead of ‘Save and close’ (the ——
latter takes you back to the list of

guestions in the ‘Questions set’ subsection)

View evaluation questions

Questions Progress
Title Section status Status  Flag ..—....-
Completed answers have a green circle o sy st copmmn
next to them, unanswered mandatory e — s — @ T rmieds ks
guestion have a red circle and questions S — R
you have flagged will have a star next to S — @ Loy st o b g
|t g The question has been flagged fer
e e . .1 1.
Leas Applied Answer question
process and expenence of supplying Temp Acc.
Properties
Organisational Rescurces »
Company Centificates and Pokicies

Emvirenmental control and Sustainabilty
Customer Senvices

Repairs and Maintenance.

Additional Information

Find opporfuniies My activilles

Homs + M 5+ LIVE REPLICA 2. Tomgnan: Ascommdaton Dynamit Purchasing Syalem » LIVE REPUCA I Tomporaey Aceommodation Dynamic
Puichasmg Syslem

My response 106970388 Drant Time romeining

You can return to the ‘Questions set’ by O ———

either re-entering the ‘Response wizard’ [EEEE]
or ‘edit response’ in the Evaluation
criteria/question sets

) Terms & coniiians - ¥ Accepled

© Evaluation c#wriaiquestion sets

No attachments

[ ——
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ProContract

Drought to you by

e You can resubmit your response e NS 2
provided it is with the defined deadline oo o s b e e o

<Back
Londan Borough of Hackney - OPS Time remaining
e _
Titte: LIVE CA T Temporary Atcommogaton  Respond by: 03 October 7020
Dynamic I"m_cnasl Ny stem 000000 Submitted
Benetits and Housing Needs Service is seeiing
qualfied partners 1o join a farmal Cym
Aaccommadation or homeless housenokR
Messaging

0 unread messageis)




