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Brief Guide to Access Tender Documents where an Expression of interest has already been 
completed 

Accessing Tenders/Opportunities (Tender documentation), where a previous Expression of 
interest has been completed, is via your Activities. 

To confirm whether an Expression of interest has already been completed, please view the 
Opportunity screen once logged into your ProContract account, for the Expression of interest 
details on the right of the screen: 

Example where Expression of interest is already registered 

 

Example where Expression of interest is still to be registered (“Register interest in this 
opportunity” is available) 

 

Accessing Activities can therefore be completed either directly from your Home page, or from 
the “My activities” Menu option (the below being one example of this from the Home page, as 
captured via Test screenshots). Note: The Activity screen/dashboard can also be accessed 
immediately upon completing an Expression of interest, via the pop up in ProContract which 
confirms “Expression of interest successful” (see the link “To view this activity now”). However, 
please follow the below (as an example) if you wish to return to this later. 

To View by Buyer (from your Home page), as well as Searching for specific procurements for 
that Buyer, start by selecting the Buyer and click “Go” next to this, after which the 
Procurement reference can be entered in the Search box followed by clicking “Go” next to 
that  – once you have viewed/accessed an ‘Activity’ you may find it quicker subsequently under 
the Last Viewed tab): 
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Once you access a specific ‘Activity’, the Activity screen/dashboard will be initially shown (the 
below example shows both the Opportunity / Expression of interest ‘Events’, and the ITT ‘Event’, 
along with the Messages area for this Activity – the ITT Event is where Tender documents are 
located, as well as where responses can be started): 

 

  

0 
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The Activity summary screen for the ITT Event (Tender documents are found lower down the 
screen, in the ‘Activity documentation, files & links’ area): 
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You should note that the response checklist in the eProcurement Portal only confirms the 
minimum requirements needed by the system to allow a response to be completed. Please 
therefore ensure that you have fully reviewed the Invitation to Tender (ITT) and Tender 
Response documents to ensure that a fully compliant response is completed, if you wish 
to proceed with a response. 

Note: responses are completed in the eProcurement Portal via the Your response summary 
screen, which is first accessed by clicking on “Start my response”, or where you have 
already clicked on this previously you will see instead “View draft response” here (and the 
response checklist is there to guide you as to what actions you will need to complete 
before you are able to “Submit your response”, including completing the Procurement 
Specific Questionnaire Question set online – do NOT seek to download this element for 
completion). 

 

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

 

 

 

 

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

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

or via: 

https://suppliersupport.proactisservicedesk.com/ 

 

Note: questions relating to a specific opportunity (for example on the Tender 
documentation/content) should be submitted to ESPO by accessing Messages on the 
ePocurement Portal (e.g., via the Activity screen/dashboard). 

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

