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Supplier screenshot quide 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 fromthe Proactis portal
(ProContract ) Home page

After logging in, select ESPO from the drop -down | ist under the OAct i\
tab onthe Home page .

~ Activities View full scree

Active  Recently added

((esPo

@ Please select a buyer from the dropdown and click on the 'Go’ button

~ Opportunities /Find cppartunities

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

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

title 6Event deadline6 twice this wildl sort the
date captured at the top of the list , Or alternatively you can also use the 6Searchod
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

~ Activities View full screen

Active  Recently added  Last viewed

ESPO v B e (o |
n 2 3 4| Nea>
Buyer Title Current event
W ESPO 12_23 Building Materials 12_23 Building Materials 13/03/2023
Alternatively, a similar search can be completed via the dVly activities 6main

menu option and using the Narrow your results options on the left of the screen
(again selecting &SPOOhere and clicking dJpdate 6at the bottom of the Narrow
yourresultsbox,p | us clicking on the column title O6Even
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the results by this column with the latest date captured at the top of the list)

Narrow your results Active activities ~ Archived activities  Last viewed activities

~ Buyer B2 (214 Nex>

A Blnoii

Active activities Archived activities Last viewed activities

Bz 2 ¢ nee> —Actions-- v
O Buyer = Title =~ Current event = ( Event deadline ~
O ESPO 12_23 Building Materials 12_23 Building Materials 13/03/2023

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 I TT Event i s

N ote: any Messages for this Activity can also be accessed here

' 12_23 Building Materials
ESPO

< Back o home page

12.23 Building Materials (Respond by: 13/03/2023) Hide Getads | Ooen

Messages (0)
Activity type. La) You have received 2 message(s) of which 0 are
Reference. 823570 unread
Respond by 13 March 2023 at 12:00
Response status. Not started
Audit history
12_23 Building Materials Expression of interest accepted ew detals | Ocen

Clicking on an Events  dHide details 6(top r ight of the box) shrinks the box to only
show the Event title and status line, whilst clicking on &iew details 6opens /
expand s the box to show the additional details below this line

Activity : 12_23 Building Materials

Events
12_23 Building Materials {(Respond by: 13/03/2023) Hide details | Cpen
Activity type: T
Reference: 828570
Respond by: 13 March 2023 at 12:00
Response status: Not started
12 23 Building Materials Expression of interest accepted Hide details | Open

Interest start date: 07/10/2022 16:00
Interest end date 13/03/2022 12:00
Expressed interest on 02/12/2022 18:48



Status details for an Event are also captured next to each Event t
been highlighted in the below Event (shows as

Events
Not started (Respond by: 13/03/2023
Activity type: @

Clicking on an Event title (or alternatively ®Open 6next to that
you into th e Activity summary forth at Event (see below for an
Event that includes a Question set to be completed)

Activity summary
Activity information @ Take a four
Buyer: ESFO
: ESPO
Title: 12_23 Buiding Materials 1D: 828570 C
Description: NOTE: AN Baiders should decess the ﬁﬂnﬂ:’ dashboard and open the 'Ml“ull‘ SeShon 1D

chick for any clarifcations issusd on this project andior any public exchange of information
between interesied parties, before final submission of their bid. It is the scle responsibility of
bidders to do s0. ***** Tender docurnants can be found in the first question of the Online
Questionnaire. but io see these you will first need fo click on *Start my response” (from this
Activity summary screen) folowed by “Edis” naxt to the Cuastion sat. and “Answer quastion”
neut to the frst question. For any questons relating to the cperation of the Ponal itself,

these should be submitted to Proactis and the following kink (url) can be used for

e SUPEOTt and System 1echnical quenes PSS /Www Sroacts com/ukien Sugpon-
loginsuppon’ te: questions relating to the Tender content should be submitted to ESPO by
accessing the ‘Messages’ secSion, see also the introduction pages of the Invitation to Tender for
details. **=* An ESPO national which cffers. access to an
wxiensive range of building material supplies.

Activity documentation, files & links (1) o

Hda
Title Type size
& INSTRUCTIONS - Complating Tander (Quastannaire) v10.pdf pef 58T KB
:
T Summary
[ 1223 Buigiog Materisls Mandatory question set of 5B questions of which 52 are mandstory

ESPO

itle, as has

O bit started §.

Hide details

Event) will take
dTT 6Activity type

=Back 1o dashboard

Deadline & time remaining

A response to this activity can be submitted no
later than

13th March 2023 at 12:00 PM ¢

Time remaining &

Messages & clarifications (0)

This pane! will show any messages & clarificasions
that have been 3ant to you conceming this activity
from the buyer

o
ou have received 0 message(s) of which 0 are

unread

View all | View unread

‘Your response

The checkiist below shows the curent status of your
response o this activity

This is your response submission progress
checklist:

Before you can submit your response you
need fo...

Eﬁﬂﬂl mnﬂ! available to are_.

Ingezate your intent o respond

Incicate your ntent to resgond
Stan response of opt out the activty
Complete mandatory question sets

Submit your response

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

Activity Description
Activity summary

Activity information &

Buyer: ESPO
Title: 12_23 Building Materials ID: 628570
Description: NOTE: All Bidders should access the Activity dashboard and open the

‘Messages’ section to check for any clarifications issued on this project and/or
any public exchange of information between interested parties, before final
submission of their bid. It is the sole responsibility of bidders to do so. *****

ender documents can be found in the first question of the Online Questionnaire.

124 **** An ESPO national framework agreement
which offers customers access to an extensive range of building material
supplies.

@ Take a tour

ESPO



The sections to the right of the screen show for the ITT Event the countdow
timer, a section for Messages and Clarification specific to the ITT, and a checklist
for completing édYour responseb

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

ESPO

individual Event, it is b etter to view those from the Activity das hboard,
see (<Back to dashboard 6to the top right of the screen
<Back 1o dashboard
Deadline & time remaining

A response to this activity can be submitted no
later than

13th March 2023 at 12:00 PM ¢
Time remaining v

1 2 22
Month Days Hours
Messages & clarifications (0)

This panel will show any messages & clarficasons
that have Deen 30t 10 yOU CONCerning this activity

from the buyer

You have received 0 message(s) of which 0 are
wnread

Yiew all | View ynread

ﬂ:ur response \

The checkist Delow shows the current status of your
response 0 this activity

This is your response submission progress
checklist

Before you can submit your response you
need to.

. Ingicate your ntent 1o respend
@ 5ot response or opt out the activey
. Complete mMandatory Queston sels

. Submit your response

Options currently available to are
Start my response
NGRS yOur intent 10 resRend

For any additional help, click Orake a tour 6in the top right of the screen for online
help details for that screen (additional system help boxes are opened onscreen)

Activity summary

) x
Activity information & < Activity information
Outlines the title of this activity, who the
Buyer: ES buyer is and provides a brief description

of the desired outcome
Title: 12

Description: N m

‘M

ESPO

hd open the

this project and/or




) »® x
Activity documentation, fles & inks (1) & Documents, Files & Links Question sets (1) & Sauton s
Uploaded information from the buyer Tte g‘:;‘;ﬁ':}"eﬁamﬁa&";:ﬂm?&g to
Title organisation which s relevant to this this activity, Question sets can be
activity [ 1223 Buiding Materig mandatory or optional and can contains  Jue
f INSTRUCTIONS - C ing Tender (Q bot mandatory and optional questions

x

o Deadline
Your response must ba compieted and

adline & time remaining

This panel outiines the current status of

your response to this activity

ESPO

Messages & clarifications % Messages & clarifications (0)
Important messages & darifications

Upon completion each action will tum
green to highlight your progress

The checklist beloy m

YOUr resp totr

received for this activity from the buying o This panel will show any messages &

R . . team clarifications that have been sent to you
submitted before the date & time shown A response to this Iocll\rgnoan be submitted concerning this activity from the buyer
here no later than

m You have received 0 message(s) of which 0
13th March 2023 at 12:00 PM © are unread
Time remaining & View ail | View unread
x

Response checklist

The checkiist outines all actions that
must be completed in order to submit

x your response. *
Your response Your response |

Response options [}

Progress actions that are available to you l
currently for this activity

Done

To access the documentation under the Question set you will therefore
need to click on @tart my response 0

Start my response

Options currently available 1o you are..>s

Indicate your intent to respond
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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 : 6rake atour ©Ois also available here, for additional online help
where required

Your response summary <Back to summary

Response information & Deadline & time remaining «

Question sets (1) ¥

Title Summary Progress
- 23 Building Materials Mandatory question set of 58 questions of which 52 are

12 23 Bui
- mandatory
ﬁeadllne & time remaining & \

A response to this activity can be submitted
no later than

13th March 2023 at 12:00 PM ¢

Time remaining v

2 20

Days Hours

= %

Your response & Resoonse history

The checkiist below shows the current
status of your response 10 this activity

This is your response submission
progress checklist:
So far you have.....
Indicated intent to respond
(10/02/2023 13:46)
@ Started to draft your response to
this activity

Before you can submit your
response you need 10...

. Complete mandatory question
sets
. Submit your response

Options currently available to you are.....
Opt out
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Under Question sets and under Action , cl i ¢ k o nto hefakento the View
evaluation questions screen

iew evaluation question

Questions

Progress (0%)

Title Section status Status  Flag

_ Key \
Invitation to Tender (12_23) & question . The answer provided is valid and complete.

. The answer has been automatcally

populated from a previous answer but it must
be reviewed before submission.

@ WMandatory elements of this question have

not been provided.
:n:(’(far:l ;:;lnname of the Supplier completing the Answer question ! The guestion has been flagged for revie\y
1.1(b)(i) Registered office address (if applicable) Answer question -
The first question (Invitation to Tender) is where you will locate the tender

documentation for initial review

>



