LGSS SUPPLIER GUIDE TO USING DUE NORTH - RFQ

NOTE: This guide that has been put together by LGSS Procurement to assist potential providers in responding to LGSS tenders on Due North. Potential
providers using this guide are still fully responsible for ensuring their responses are submitted correctly. Other support is also available in the form of a Due
North helpdesk and the Due North online user guides which are both referenced within this guide.

Click on ctrl + the link you need, to go to the relevant page:

Registering an Account

Logging In and Accessing Contract Opportunities

Drafting and Submitting a Response

Contacting the Buyer (and Due North Contact Details)




s LGSS

Registering an Account

e Go to www.lgssprocurementportal.co.uk

e Click ‘Supplier Registration’ and then ‘Register’ (top right)

e To see all current opportunities for all LGSS authorities click ‘Current Opportunities’

e To see Official Due North user guides click ‘User Guides’

Navigation

Supplier Registration
Current Opportunities
Contract Register
User Guides

Login

Home

Welcome to the LGSS eSourcing Portal

Today, shared services in local government are a reality. LGSS is one of the
largest public sector shared services ventures of its kind in the UK, wholly owned
by Cambridgeshire and Northamptonshire county councits. Both authorities
collaborate to deliver a number of services, one of which is the procurement
function

LGSS prides itself on working to make procurement processes simpler and more
accessible to suppliers. Using a joint eSourcing portal supports this notion and it
also means that suppliers only need to register once to tender for contracts at
LGSS authorities. Current authorities using this LGSS portal are

Cambndgeshire County Councd

Daventry Distnct Council

East Cambnidgeshire District Council

First for Wellbeing CIC Ltd

Northampton Borough Council

Northampton Partnership Homes
Northamptonshire County Council
Northamptonshire Healthcare Foundation Trust
Olympus Care Services

If you are interested in learning more about LGSS and the other services we offer,

Authorities

Cambridgeshire County
Council

Daventry District Council

East Cambridgeshire District
Council

First for Wellbeing CIC Ltd

Northampton Borough
Council

Northampton Partnership
Homes

Northamptonshire County
Council

Northamptonshire Healthcare
Foundation Trust

Olympus Care Services

e You will then see a page of minimum IT requirements — please ensure that you read them and are sure you comply with them to ensure you can
access the site smoothly



http://www.lgssprocurementportal.co.uk/
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e C(lick ‘Continue’ at the bottom of the page
Minimum and recommendesd system regquirements

Any internet capable PC will be able to sucoessfully use the Al Procurement application. recent tests highlighted no performance issues using a laptop and
Apple sMac with the following specifications:

IEM Thinkpad - Intel Pertivm 3 250MRE. 512MB RAM runfng Windows Z000 Professicnal Apple afas - PowesrPC G4 1GRE, 188 RAM runnfing OSX 10.4.11
Plaase find detailed specificatons Dalow:

PC - Computer specifications

Mimim wm Recommended
Procassor ImtwlfARMD Z00MRE Int&l/AMD 1Ghz
Cparating System Windows 95 and above J Lifus Windews MNP and above § Lifux
Mamory iz MB 1G8

Iniernet browser Imternet Explorer (WVersiom &) Intermet Explorer {Latesi)
Soogle Shrome (Version 32) Soogle Shrome (Letest)
Firafax (Version 30) Firefox (Latest)
Safan WVersan §.28) Safar (La 1]
Opara (Varsion 22) Opara (Latese)

Screen display 800200 258 colours 1024788 I2-bit colowr

Internet connecton™ S8k Dialup 812k Brosdbamd

Apple Mac - Computer specification

Mimimum Recommended
Prooessor Power PC 300MRz IntelPower PG 1Gha
Cparating Systam Mae OS 0.0+ Mae OS5
Mamory IZ MB 168
Internet browsen Safan (WVersion & .248) Safar (Lotest)
Sorasen display B00xa00 258 colours 1024788 32-bit colour
| ALErASE COnAeston® Sak Dislup 512k Sroadband

* Parfasmancs of uplosds/sswnlonds i dirscly related o the Bardwidth/ucsBps of pour iMBrne SoRRBcssn, | may Biss b FMected By 1he Sorfigurition of pour CompBulrinernat Browser
Tha bandwidth svailable a2 our dEtE CENtre SUSEOMS tha highest connection speeds availsbie, s wou should akuays G8t the Bast Seriormance That your configuraton provides

e Onthe next page you can begin to create your account by entering your account information. Click ‘Continue’ when completed




Click ‘Continue’ when information has been entered

e Onthe next page you will be asked to enter information about the organisation




Paostal code / zip

Registration number (optona

VAT nmber (optona

e Click ‘Continue’ when finished.

e You will then be prompted on the next screen to enter your ‘Company Description’ and classification information.




Classifications

Plzase check all that apply. This information is used for reporting purposes onily.
Legal Status of Onganisation

[] Charitable Incorporated Crganisation (CHO)
[ Comrmunity Intzrest Company (CIC)

[] General Fartnership

[ Industrial & Provident Society

[ Limited Liability Fartnership (LLP)

[ Limited Partn=rship

[ Private Company Limited by Guarantee (LTD)
[] Private Limited Company (LTO)

[ Public Limited Company {FLC)

[ Sole Trader

[ Unlimited Company

[ Cither

Further Organisation Detail (optional)

[] Public: Sector Qrganisation

[ Social Enterprise Fartner

[ Living ¥W=ape

[] Enterprizes

[ Charity

[0 A Company Owned & Managed By Women
[ Black and Minority Ethnic {(EME} Organisstion
[ Soeial Enterprise {SE)

[[] Franchise

[ Voluntary Community Sector (WCS)

[ Mutual

e Once entered select ‘Continue’.

e Finally you will be asked to agree to the terms & conditions of the website.

e Click ‘Submit Registration’ when ready. This will then lead to the message below appearing. Clicking ‘Continue’ will link you back to the home page.




ProContract

brought to you by Fjlue h

Thank You

Thank you for registering your details. Your registration will be assessed and you will be notified of the outcome in duge course.

e You have now completed your registration and will receive two emails from ProContract-Notifications@due-north.com

o One email for your username
o One email for your password

e Return to the home page to log in.
e Note: The first time you log in you will be prompted to select the procurement categories you are interested in receiving notifications for and also
the regions of interest (East Midlands, East of England etc).



mailto:ProContract-Notifications@due-north.com
https://procontract.due-north.com/Login
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Logging In and Accessing Contract Opportunities

e Go to https://procontract.due-north.com/Login then enter your login details.

e C(lick ‘Find Opportunities’, then on the drop down menu to filter by ‘LGSS’ by clicking on ‘Update’ to find the opportunity you are interested in.

Opportunities - Search results “iew all national portal opportunities

Narrow your results Opportunities

~ Portals

LG5S

Expression Start  Expression End Estimated value

= O isati
rganisations 29/04/2015 13/05/2016 WA

A
19/04/2016 26/05/2016 NIA
~ Categories & Cs = Caunty Council Transport Framework 2016 VERSION 2 5 13/04/2016 19/05/2016 NIA
There are 0 categaries sele =ah 5 15/02/2016 13(05/2016 NIA
&8 Add UNSPSC e ome e £ 28/04/2016 09/05{2016 NA
3] Ac =5
[ Ad

14/03/2016 06/05/2018 N/A
23/03/2016 02/05/2018 £7,535,569.00
05/04/2016 05/05/2016 WA
0B/04/2016 10/05/2016 N/A

~ Regions
There are 0 regions selacted

& Add new ragio

05/04/2016 16/05/2016 £371,772.00

~ Keywords

Click on the title you are interested in and then the ‘Register interest in this opportunity’ button.

The register interest button will then be greyed out and you will need to click on ‘My Activities” along the top ribbon and then filter by ‘LGSS’ by
clicking ‘Update’.

This will allow you to then access the online questionnaire and any associated attachments.



https://procontract.due-north.com/Login
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Drafting and Submitting a Response

Log in (if not already logged in) again and click ‘My Activities’ from the home page.

On the next page, choose ‘LGSS’ and click ‘update’. Select the opportunity from dropdown list and then click on the title.

Clicking ‘start’ against the RFQ event will present you with a screen that gives you general information about the opportunity such as closing date /
time, description and any associated attachments including the terms and conditions.

Activity : Test RFQ

Events

Test RFQ Expression of interest accepted
Archive this activity

Interest start date: 26/08/2016 1720
Interest end date 26/08/2016 18:00
Expressed interest on 26/08/2016 17:22 You have D unread message(s).
View messages

Messaging

Audit history

You have the option of informing the buyer of your intent to respond or you can also opt out if you wish. The system will still allow you to opt back
in at any time.

Click ‘Start My Response’ to then begin your tender response.

The response wizard is made up of 3 stages:
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o Details
o Additional Information
o Attachments

Details

e This screen just gives you an overview of the ‘ITT response wizard’. When you have read this, click ‘Continue’.

Create ITT response

.Details 2 Additional information 3 Attachments

Response reference: 107813122
Welcome to the ITT response wizard.
The wizard will assist you with the completion of your response.

You will be presented with a number of different steps to complete. Once each step has been completed you can click the 'Continue’ button to proceed to the next
step, or 'Back’ to return to the prior step or 'Cancel to exit the wizard.

After the completion of each step, the response information entered will be saved as a draft, which will allow you to resume the response at a later date if required.
Cnce all the steps have been completed and all mandatory response critenia have been met, you will be asked if you wish to submit your response.

If you agree to submit your response, you will receive a confirmation receipt email. Please note, if you do not receive the confirmation email please contact support
as you cannot be guaranteed that your response has been received.

ﬁ Reset Cancel

Additional Information

e The next screen allows you to input further details including a supplier reference, but all of these fields are not mandatory.
e Once finished, click on ‘Continue’.
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Create [TT response
w  Details .Additional information 3 Aftachments

Supplier reference {optional) &
123456

Response information (optional) &

Addifional comments (optional) &

Attachments

e Please attach your completed RFQ document using the ‘add attachment’ button.
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Create ITT response

&  Details W  Additional information .Attachments

Mo attachments

o attochment
Reset Cancel Back

e You are able to upload more than one attachment at a time. Zip folders can also be uploaded.

You can upload, replace and delete your attachments prior to submitting your final response to the Local Body.
Once you have uploaded all relevant attachments, click ‘Finish’.

Your draft response will then be assigned a unique reference number - below.

My response 107813122 Draft

© Adaitional information

Supplier reference:
123456

© Attachments

Q Superfast Morthamptonshire Docs.Zip

Add attachment

e Once you are happy your response is complete, if you then click the ‘Submit response’ button. You will then see on screen that your submission has
been received.

12
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Submitted

You will also receive an email to confirm that your submission has been received.
Do not submit your tender response via the Due North messaging area.

If you want to edit your response before the deadline, go back to ‘My Activities’ and click on the contract title again, you will then see a button to
edit your response — below.

° Response controls

Yy response

Mo longer wish to respond

e Remember to re-submit your response after you have made the necessary changes.

e C(Click ‘Log Out’ when finished.




s LGSS

Contacting the Buyer

All communications with the buyer must be sent through the Due North messaging system

For technical / navigational queries about the system, you may use the electronic ticket logging system which can be found here. Remember to
include as much detail as possible, label your message as "Urgent" (only if time-sensitive) and include your telephone contact information.
Alternatively you may contact Due North by telephone on 0330 005 0352 (9am — 5:30pm Mon to Fri) or by email to
ProContractSuppliers@proactis.com

To send a message / clarification question to the buyer regarding the opportunity you are responding to, firstly click on ‘View Messages’'.

Messaging

You have S unread message(s).

View messages

e C(lick ‘Create New Message’, entering details of your message (including any attachments) and click ‘send message’.

New message

To: Project team

Subject:

Attachments: &

e When a response is sent to your message, you will be notified by ProContract-Notifications@due-north.com and will access the ‘View Messages’

area to view these.



http://proactis.kayako.com/procontractv3/Core/Default/Index
mailto:ProContractSuppliers@proactis.com
mailto:ProContract-Notifications@due-north.com

