
 

 

Supplier screenshot guide for accessing an ITT Event on the Proactis 

portal ( ProContract )  

Note: The details below including the screenshots captured are correct 

as of  February /March  2023 .  

It is assumed that an Expression of interest where required has already 

been completed, and the below details show how an ITT Event where 

Published can be accessed separately  from the Proactis portal 

( ProContract )  Home page . 

After logging in, select ESPO from the drop -down list under the óActiveô Activities 

tab on the Home page . 

 

A list of opportunities or Activities can now be seen. If you click on the column 

title óEvent deadlineô twice this will sort the results by this column with the latest 

date captured at the top of the list , or alternatively you can also use the óSearchô 

box to narrow down the results returned . 

Note: new entries captured, or where updates have been published and 

these are yet to be viewed , will be shown with a blue star next to them . 

 

Alternatively, a similar search can be completed via the óMy activities ô main 

menu option and  using the Narrow your results options on the left of the screen 

(again selecting óESPOô here and clicking óUpdate ô at the bottom of the Narrow 

your results box, p lus clicking on the column title óEvent deadlineô twice will sort 



 

 

the results by this column with the latest date captured at the top of the list) .  

 

 

Once the required Activity has been found, click on the Title (blue text) and this 

will take you into that Activity (the below showing that an Expression of interest 

has already been completed, and the ITT Event is showing as óNot startedô. 

Note: any Messages for this Activity can also be accessed here . 

 

Clicking on an Events óHide details ô (top r ight of the box) shrinks the box to only 

show the Event title and status line, whilst clicking on óView details ô open s / 

expand s the box to show the additional details below this line . 

 



 

 

Status details for an Event are also captured next to each Event t itle, as has 

been highlighted in the below Event (shows as óNot started ô) . 

 

Clicking on an Event title (or alternatively óOpenô next to that Event) will take 

you into th e Activity summary for th at Event (see below for an óITTô Activity type 

Event that includes a Question set to be completed) . 

 

If there is any key information or instructions to note, this will be captured in the 

Activity Description . 

 



 

 

The sections to the right of the screen show for the ITT Event the countdow n 

timer, a section for Messages and Clarification specific to the ITT, and a checklist 

for completing óYour responseô. 

Note: to see All Messages for an Activity, rather than specific to an 

individual Event, it is b etter to view those from the Activity das hboard, 

see ó<Back to dashboard ô to the top right of the screen . 

  

For any additional help, click óTake a tour ô in the top right of the screen for online 

help details for that screen (additional system help boxes are opened onscreen) . 

 



 

 

 

 

 

To access the documentation under the Question set you will therefore 

need to click on óStart my response ô. 

 

  



 

 

This takes you to Your response summary screen, which captures your 

organisation details against the response, and will include the Online Quest ion 

set to be completed (where the documentation can be accessed), plus 

countdown timer again and response checklist for actions to be completed . 

Note :  óTake a tour ô is also available here, for additional online help 

where required . 

 

 

 

  



 

 

Under Question sets  and  under Action , click on óEditô to be taken to the View 

evaluation questions screen . 

 

The first question (Invitation to Tender) is where you will locate the  tender  

documentation for initial review . 

 

  


