
 
 
 
 
 
 
 
 
At VIVID, we realise that a number of organisations and authorities use different 

purchasing systems and methods, therefore it can seem complicated when having to 

use multiple tendering systems when trying to submit a quote or tender. This short 

guide has been produced to provide key notes to help you get started.  

 

This is not designed to replace the official user guide that can be found here: 

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

1.  Register or Login 

 

Once registration is completed or you have logged on, you will be taken to the home 

page pictured below: 
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2.  Search for Opportunities  
 
Click on the tab ‘Find opportunities’ and type VIVID into the search box on the top 

right hand of the screen. This will show tenders that are currently advertised by 

VIVID. 

 
 
 

3.  Expression of Interest 
 
On the right hand side of the screen there is a large green box with “Register interest 

in this opportunity”, click this to confirm that you wish to register your interest in the 

tender/quote.  

 

 
 



Once you have registered an interest, the page will change to confirm that your 

expression of interest has been registered. The green box will grey out and no longer 

function, as detailed in the image below: 

 

 
 
Please note once you have expressed an interest in the tender, the system will 
automatically allow you access to the tender documents. We will not manually send 
any information to you outside of the portal, you can find this information by 
following the next steps.  
 
VIVID will only accept expressions of interest by this method, we do not register 
any expressions of interest that are submitted by email or outside of the portal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



4. My Activities 
Once you have expressed an interest: 

a. Click on ‘My activities’ in the blue section at the top of the page. 

b. Click the check box under the option ‘Buyer’ which will say VIVID. 

c. Click ‘Update’, then click on the blue link which will open under the tender. 

  

 
5.  Open the Opportunity 

 

Click on the hyperlink which shows the name of the opportunity that you 

want to view, as detailed in the image below.  

 

 
 

If it is a Quick Quote (price only) that you are responding to, the following points are 

demonstrated in the image below: 



 

a. Brief description of the tender. 

b. Attachments that are relevant to the quote. 

c. Large green box that highlights the time remaining. 

d. Option to register an ‘Intent to respond’ (our prefered method so that we 

can track the interest in a tender). 

e. Option to start your response. 

f. Message board. 

 

 
 
If it is a tender (quality and price evaluation) that you are responding to, the 

following points are demonstrated in the image below: 

 

a. Brief description of the tender. 

b. Evaluation questions. 

c. Large green box that highlights the time remaining. 

d. Option to register an ‘Intent to respond’ (our preffered method so that we 

can track the interest in a tender). 

e. Option to start you response. 

f. The ability to veiw messages. 



 
 
Below is an image of the tender response and current progress. The status will show 

whether the response is in draft format or submitted. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



6. Messaging 
 
Please make sure that you read any messages that we send. We will not contact 

suppliers outside of the portal for audit purposes. If there are any clarification 

questions, these should be raised here.  

 

 
 
If there are any adjustments to the specification they will be addressed through the 

message boards. It is your responsibility to keep up to date with the tender 

information.   

 

For full detailed instructions to use the system, please use the online guide here: 

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

 

If you experience any technical difficulties with the system please contact Due North 

directly on 01670 597136, not VIVID.  
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