SUPPLIER TIPS FOR COMPLETING YOUR RESPONSE
· USE THE ONLINE ‘HELP’ FUNCTION – Supplier help guides are available by clicking on the ‘Help?’ button situated in the top right hand corner of the screen. Reading these documents will help users understand the features and benefits of the Due North software.

· SAVE REGULARLY – If there is no activity on the Due North site, you will be logged out after 18 minutes. Users are encouraged to save regularly to minimise the risk of losing work.
· READ ALL RELEVANT TENDER INFORMATION – Please ensure that you read and digest all the required actions and appropriate deadlines and any subsequent communications.
· RESPOND IN GOOD TIME – Do not leave your response until the last minute(s)/hour(s) before the deadline (if you experience connection problems you will miss the deadline and your response may be deemed non-compliant and rejected by the buying team - always upload generic information early to avoid last minute time pressure).
· SUBMIT RESPONSE – When completed, this will submit your response to the buyer. FAILURE TO DO THIS WILL RESULT IN YOUR BID NOT BEING VISIBLE TO THE BUYER.
· ATTACHMENTS – We recommend that you keep attachments to a manageable size to ensure ease and speed of access. Only attach documents that the Buyer has requested, and make sure that you attach them in the correct area.
· ATTACHMENT FORMATS – When you are requested to upload attachments, please ensure that they are saved in an acceptable format as prescribed in the tender documents. Please also ensure that all requested attachments have the name of your organisation and the reference number for the question it refers to in the header of the document. 

· SYSTEM ISSUES – If you have any software queries refer to the 'HELP' section in the first instance, if you still have an issue, email or telephone the Due North helpdesk with the tender reference, a clear description of the problem and your contact details (ensure that you leave plenty of time for issues to be resolved prior to any deadlines). Due North’s helpdesk contact details are as follows:

· Tel:  0330 005 0352
· E-mail: ProContractSuppliers@proactis.com 
· PROCUREMENT QUESTIONS – If you have any queries regarding the procurement documents, you MUST only use the Due North messaging system (Discussions) to contact the LGSS Procurement team.
· POTENTIAL BROWSER ISSUES – DO NOT use the 'Back' or 'Forward' buttons on your browser - you could potentially lose your work. Please use the links on the Due North portal to navigate through the tenders.
