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1 Express an interest to apply

1.1 Step 1 - Click on ‘Login and register interest in
this opportunity’

Note

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

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

e |If you are not already registered with
ProContract, please factor in the time to set-
up your account with ProContract — please
allow one working day

1.2 Step 2 - Click on ‘here’ to view the tender
documents

ON ProContra
>> TENDERS PORTAL brought ta you

= 1 Hockney Business
ackney Business
Main contract details

Opporunity 14 DNEOES541

Tifle Hackney Business

Categories 0000000 - Eduzabon and raning seraces
Description Suppher Demo

Sign-up to meceive the latest opportunities
Region(s] af supply UNITED KINGDOM
Estimated value £1,000.000.00
Keywords Education, Books, Krewledge, Literature

Key dates

Estimated contract dates

Stan dave 01072016 End date 01/07/2018

ProContract

»>> TENDERS PORTA BAE 15 Yk by

Home Find opportundies My acthvities My contracts Help

2 1 Hackney Buainess

Hackney Business
Manin contract detads

Opporunity b DNE0ES541
Thle Hatkrey Business
Categarles B0000000-4 - Education and trining serices
Description  Supplier Dema

Sign-up 16 e sive The Latest cpponunities
Reglon(s) of supply UNITED KINGDOM
Estimatad valus €1 000 000 00
Keywords Educabon. Books, Knowledge. Lilerature

Key dates

Estimated contract dates

Start date 01072046 End date 00772018

Hema » Find oppartunitias » AA DPS PROJECT

AA muww

of interest

Yo have g the folirwing

AADPS PROJECT

ppens next?
* You have beew 1o partepabe m the DPS event for ths
[ + AADPS PROJECT has &S B N Sty in your iz

+ To view this DPS event now, click fisrg

I don't have time to ook at the DPS now, what should | do?

trity for Carporate -

You will mcasn an email natification shartly confirring your mgisiration of intorest

Exprission of intarest window

From 24082018 13 40 1o 31072018 13.20

HNew 16 ProContract?

1F yeu ane net curently registered on the
ProContract procurement portal. you can
complele a nimgpde egatraton process by chohing
the following bek - [legater fres

Contact detais

Buyer London Borough of Hackney
Contact Varsha Findedck
Emell varst bradwick @hackr
Tebephane 0208 356 3837
Address Hachney Town Hal
Hackney

s o U

Greater London
E6 1EA
Urited Kirsydorm

Alachmeants

a8
KB

Your account  Logout

Expression of mleres! registered

Date QVOT20M6 101628
Warkgroup Corperats

Expression of interest window
From 28062015 1340 to JUOT/2006 1340

e st e st s s

Contacl details

Buyer London Borough of Hachney
Contact Varsha ¥/
Emall varsha froe
Telephana 0200
Address Hackney Toan Hall
Hackrey
Creater London
EBIEA
United Kingdom

Attachments

9%
WE

it i finet Binaominites

o

~ Do woery your activity is $tored sadoly against your aceount and an inviation has been sent 10 your rgatered emal addross

v <o Th svstabon cortans a deect bk 1o Bis DFS

* Plaasi note however that the closing date for this DP3 i 12 February 2025 00,00, Make sure you kave enough time 1o complele your

K tesponse
F_-I For refarance, the primary contact for this cpportunity is Ssted below -
Miss PROACTIS Support i
T: 0123 456789 Londan Tenders
Rt ld
Cu

DNG145325

DueMorth_london company
Activity
AA DPS PROJECT
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2 Access documentation : ProContract

brought to you by

P e onum e My i iivilies My coniracts Heg

2.1 Step 1 - Click on ‘My activities rer— Mads ¥ Sen

My activities

Narrow your results Acte actraties  Archived actvisies  Last viewed activities
= Buysr

¥ Lorden Borsugh of Hazkney
/ B Pleme setecl a biryer Trom Me nammow resulls panel snd cick on e Update® bution

- 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

Brought to you by

2.4 Step 4 — Select relevant contract notice by

CIlelng |tS t|t|e (under“ned and blue text) Home  Findoppoduniies  Myscivbes  Myconiracls Help Your aceount  Logout
Hamg » My a¢tivitios Al data v | 5a B
My activities
Narrow your results Active activiies | ATChived activiies  Last viewed activities

- Buyar
. Lonsom Borougn of Hackney Tetone

= Current event = Event deadline =
Temearay Housng 01/08/2020
VF May OF5 22/06{2020
£85 HE Lot 1 05/05/2006
WF Temg Acc {shortcut tes) 150372006
Te 100 LB TR
DS Quick Tt 042000
LIVE REPLICA 1: Temparary
Dynasmic a3/10/2020
Purchaseg Sysnm

Hackney Dusiness I5/06/2018
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2.5 Step 5 - Click on ‘Start’ to access the LONDON [zt
documentation and start your application ;

2 s
brought 1o you by ATt

Find opportunities Wy aciivities My conlracts Help Your #ccount
aciivibes « Hackney Business

: Hackney Business
Messaging

Hachaey Business Expresuion of intwest accepted Yo Paive O URFead MERsIgE(s)

Mew measqoey
Interest slart dete:  2L0E20E 13:40
Imerest end date 31072016 13.40 Audit history

Expressed interest on 01072006 1016

Hochney Business Respond by 28062018} oo St | Sl

Tpen this event. |

ProContract

2.6 Step 6 — Click on the document headings to view due,,. 2
norths
the attachments :

LT
Brought to you by "¢

Your account Logowt

My conlracts

Find opportunites Ny acimiles

1pess 1 Hackney Business

Time ramaining

Lendon Barough of Hackney - POQ Ba02802
Tivle: Hackney Business Respond by; 25 June 2016 _
Description: o iuad

Supplier Demo

Messaging
°.\lld\.'ﬂl’“|ll1|5 Tou! v O unread messageds).

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

.

© Fualuation criteriiquestion ssis

Guestions You did nol respond 1o this PO

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

your app|lcatl0|’] Tiie Mandatary Online  Intemal
1. CCS POQ - Supplier Detads & Compliance 36 4 o
2 CCS POO - Technical & Professional 12 12 0
3 CCS POQ - Project Specifics & insurance 4 & o
4. CC3 POO - Declaration 5 5 o

Note

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

ProContract

brought to you b

d opporiuniics My cinles My conlracls Help Your account  Logoud

e The system will save your answers for other
Hackney Council tenders you apply for (this is
subject to the publish question being identical to

that previously answered) © bt cetam _

Time remaming

London Borough of Hackney - DPS 5200183

Title: Temparary Housing Azcommodation (5)
Description;
Four Lets: Lot 1 - Bed and Sreakiasttol3 §

Lease properiles Option te-ap Messaging

Yo hawn 0 unread messageds)

r 0 | Stact v rsoms |
Realss B Sar  rapomie )

e There is a countdown displayed on this page
(referred to as the ‘contract title landing page’) to
flag the deadline (we do not accept late returns)

Title

Crown Commercial Services - Cabinet POS

T

e You have the functionality to submit queries via
the ‘Messaging’ function TR —
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2.8 Step 8 — Read the instruction on the ‘Details’ and ProContract
click on ‘Continue’ to progress to your application eowatite you by (REK

Find opportunilies My activilies Mycorlracts  Help Your accoun!  Logout

rey Fusiness » Croate PO response
Create PQQ response
@ oenis 2 Asdiionalinformation 3 Questonsets 4 Attachments

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

You will b presented with a number of different steps to complete. Orde each step has been completed you can click the Tontimug’ Button to proceed 16 the next
step, or Back to retum 1o the price stop or Cancel’ to exit the wizard

Aftes the completcn of each step. the respenss information entered will be 5aved 35 3 draft. which Wil aliow you 19 resume the response 31 3 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

ProContract

2.9 Step 9 — You may wish record your internal L ankidach
reference number and provide comments T e s
(optional) in the ‘Additional information’ tab and e s s s e
click on ‘Continue’ to progress to your application  Create PaQ response

| Delaids .Mdﬂinnallnlﬁnnalian 3 Questionsets 4 Aftachments

ness » Create POO responss

Suppler releronce (optional) &
Fxample
Rissponse mfomanon {optional) @

123

Additional comments {optional) &
456

2.10 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 SQ contain multiple
questions (the number of questions are listed Find opportinties My actwiles Mycontracts  FHeip our account  Logout
under the ‘online’ column in the ‘Evaluation  \ ™ o e D
criteria/question sets’ on the ‘contract title landing
page’)

¢ 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
subject to the publish question being identical to

4 Attachments

Actlon Progress

- Suppher Details & Comphance

Technical & Professional

- Project Specifics & Imwrance Ip—

~CS POO - Declaration Edit iesponss

that previously answered) T o o
Questions

Title Mandatory Online  Intemal

1. CCS POA - Supphier Detads & Compliance 3w “ ]

2. CCS PQQ - Technical & Professonal 12 12 ] ProContract

3 CCS PO - Project Specifics & insurance 4 & o Brought to you by [

4 CCS POO - Declaration 5 5 ] '

Find oppartunitics My acivibes My contracts Help Your account  Logout
. Create PQQ
2.11 Step 11 — You have the option to upload b e

. s . — . s W Dotals |« Additional nformation «*  Quostion sols .chllmnls
Attachments’ and click on ‘Finish’ to progress —

to your application P ot
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2.12 Step 12 — Click on ‘Submit response’ to forward Bl Focontra
your application and confirm your submission in B A cuonttoyouy
the pop-up message by clicking on ‘Submit , . e
response’ L —— ot Duran st Syt »IVE REPUCA 2 Tompory Accommadoon Dyaric
106970389 Draft Tima ramaining

Re4pond by: 03 Dchobes 2020 000000

© Adattional information

Supplier refarence;

© Tenms & conditions

& Accepled

© Evaluation crieraiquestion sets

Title Action Progress. . Tare & condinans
Crown Commercial Services - Cabinet POO Cdil responss IHIII“I Ciptaul @ Feussen erriauesten sets

No attachments

@
t Stantard Twrm §
Submit r nse

Are you = = you want to submit this response?
Cancal "

e TS ; | s ehon et

NOte 1. ProContract
O 4

Brought to you b

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

Home Find opportunifies My activifies My contracts

Home » M WE FEPLICA 2 Tengoury Acoommodaton Dyname Purhasing Syaben » LIVE REPLICA 2 Temporary Accommedation Dyname

Purchasng System

Tumwe remaining

My respense 108970389 Drant

Fespond by: 03 Cetoner 2020 00.00.00

© Agattional information i

Supplier refarence:

© Fnszonss conimis

Submission checklist

@ wetccnanons

@ otaton crtnaguestion st

S (R

No attachments
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ProContract

3.1 Question set

brought to you

Home  Findopportuniies My actiies

The questions can be saved as draft Supplier Details | Question 1 of 9

Cuestion

1 Full name of the Supplier complating the PG

You can flag questions for review ———— s s

You can save draft answers and navigate

to the next question by clicking on ‘Save

and next’ instead of ‘Save and close’ (the — EEEEED e s

latter takes you back to the list of questions i uestions set’ subsection)

View evaluation questions

Cuestions
Completed answers Nave 8 green CIrCle | oo e ———
next to them, unanswered mandatory T N
guestion have a red circle and questions T ——
O P g il Ay B S N 0
it
B ——
Leas Applind nswer uestion @
process and experierce of supplying Temp Ace @
Propenties
Organisational Rescurces . =
Company Certificates and Policies @
Ervirenmental control and Sustainabilty .
Customer Senices .
Fepairs and Mainienance .

Additional Information

Guestion aftachments

No attachments

Progress

Key

The answer peovided i valid and
eomplite

Thee angwer s bisn automatic ally
populated from a previous anywer but it
must be reviewed before submission
Mandatory alements of this question
hiant r bt providod

* ® S e

The guestion has been flagged for
revien

Public attachments.

PG Nobes for Completon. docx 2KB
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ProContract
e

brought to you by D ILIE

3.2 Contract title landing page iodionuiibichom

Ielp our sccounl  Legoul
Home + My_aglivities + LIVE BE uithasing Syalem « LIVE REPLICA 2 Tomponary Actommodation Dynamic
Purhasmg System

Bk Lo SUEmImasy

‘ - , My response 108870389 Draft Time remaining
e You can return to the ‘Questions set’ by

Re4pond by: 03 Dchobes 2020 000000

either re-entering the ‘Response wizard’ A _
or ‘edit response’ in the Evaluation s
criteria/question sets

e |
Submisabon checkint

@ e kconamany

Crown Commercial | Services - Cabinet POO  Edil imspsnss I"lllul Gt ot

@ Fmscn ersnanuesnen sen

No attachments =2

ProContract

brougnt to you by = HT

e You can resubmit your response
provided it is with the defined deadline

My actwities My contracts Your accound  Logout

sa11+ LIVE REPLICA 2 Temnporary Accommodation Dy namic
<Back fo dashaang

Time remainng

Submitted

Messaging

You hawe O unread messagais)

[

EMPORNY_ALCOmMEdaten_POG,_EVaalcn_GIIER.da:

T Submans  QUOTRZOIE 10398
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4 Additional Help

If you have any issues submitting your response before the deadline date and time, please contact the
ProContract Helpdesk. ProContract keeps a log of entries and the times that the entries were made or
attempted. Therefore, you only need to report system faults to ProContract where you had attempted
to put in your response well within the deadline, and not for example at 11.59 when the Tender
actually closes at 12 noon.

4.1 Supplier Helpdesk

Link: http://proactis.kayako.com/procontractv3/Core/Default/Index

Email: ProContractSuppliers@proactis.com

ProContract Guidance: https://supplierhelp.due-north.com/

Please note that the Helpdesk operates between business hours, Monday to Friday. Suppliers need to
factor in the manual registration process and subsequent access to documents, when first registering
with ProContract. Suppliers cannot view tender documents until registered, and supplier accounts are
not fully activated unless manually approved by ProContract; which occurs during standard business
hours.

4.2 Tender Queries

Queries relating to tenders must be sent and responded via the messaging function in ProContract.

For auditing purposes, and fairness to other bidders, we can only accept and respond to queries
through the messaging functionality. Click here for more information on how to use the messaging
function.

Please note that queries will be addressed by the Council during standard business hours, between
9am and 5pm, Monday to Friday (excluding Bank Holidays).

We wish you all the best with your Tender submissions.



