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1 REGISTERING ON PRO-CONTRACT

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities
Authorities for councils in the South West. The procurement portal is FREE to join for businesses and offers the

. . following advantages:-

Suppliers’ Login
- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

= Reduces costs as the process is online

- You are in control of your tender submission and not reliant on a third party courier or postal service
- Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time:

Buyers' Login

Help and Guidance

Crown Commercial Services
GOnce your company has registered you need to add the domain @due-north.com to your safe senders list

TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk
b) Click on “Register Now”
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REGISTERING ON PRO-CONTRACT (CONTINUED)

ProContract

i
brought to you by 1"

Home page
~ News and announcements

Welcome to the new version of ProContract

As the market leader in the public sector Due-North has a wealth of procurement expertise,
and now our systems functionality has been further improved with the introduction of
ProContract Version 3

If you are a current registered supplier and this is the first time you are visiting the site your
details have been automatically transferred, however for security and account validation you
will be required to reset your password and follow the instructions below:

Migrated user instructions

~ Current opportunities / Eind opportunities
Shown below is a list of the latest current opportunities

‘Opportunities Recently added

Buyer ~ Title

Startdate” Enddate = Estimated value

Ashford Borough  Alterations and Refurbishment to 23/10/2015  17/11/2015

Counci Customer Contact Centre 13:104 14:30: £40,000.00
Roof Tie Replacement and

T e

@z Manor, ashford g e
Approved Contractors 15/09/2015  11/11/2015

Aston UnVersity  pication Questionnaire 120000 WA
EHNFTT1383 - IWVITATION TO
‘OFFER FOR THE SUPPLY,

pamsley s INSTALLATION, MIGRATION

03/10/2015  11/11/2015
AND MAINTENANCE OF d / N
SIEMENS HIGHPATH DX () 000000 00:00:00

TO CISCO UNIFIED

Foundation Trust

COMMUNICATIONS
Basingstoke and  Supply of 3 Bus Service serving
: = 27/10/2015  25/11/2015
DeaneBorough  North Waltham Dummerand —— y4ag00 233000 NA

Council Basingstoke

Basingstoke
Bassetiw icirr  B2S520aW DSTICt Coundl - 2001002015 11/1101

~ New to portal

Free registration

Forgotten your usemame or password?

Useful links

Contracts reqister
Help

c) Click on ‘Register’ in the Top Right Hand Corner
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1 REGISTERING ON PROCONTRACT (CONTINUED)

ProContract
brought to you by

Register

oRequlrements 2 Contactinfo 3 Companyinfo 4 T&Cs 5 Confirmation

Welcome to the supplier registration wizard. The wizard will assist you with the completion of your registration

Once you have confirmed your details and submitted your registration you willreceive an email receipt.

Your submission will then be validated by the supplier approver and once approved you will be issued with a username and password to access the site.
> Minimum and recommended system requirements

ams‘

Terms and Conditions | Privacy | Accessibility

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

d) The first screen provides an introduction to registering and defines the system requirements in order to be
able to register
e) Click ‘Continue’
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2 ADD CONTACT INFO

due e ProContract
NOFths" [N

TIP: Use a generic e-malil
account. All notifications are
sent to this e-mail account. By
using one member of staffs
personal e-mail, if they are on
leave, sick or have left the
company, you may miss
important notifications.
Consider using a generic e-
mail account that is
permanently monitored

Register

+ | Requitements °Conla|:lln'o 3 Companyinfo 4 T&Cs 5 Confrmation

Title Firstname Last name

M Strategie Procurement
Jobtits Department &
Procurement Manager Strategie Procurement
Telaphone Fax {optional) Mabile (cptonal)
01202 451417
Email
We wil

sales@boumemouth gov.uk

Confirm email
sales@boumemouth gov uk

Username
AT defaut fo

miad ackdrss, howsves this may be changed if required.

sales@boumemouth gov.uk

a) Enter Contact Information for your company
b) Scroll Down to complete the remainder of the Contact Info
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2 ADD CONTACT INFO (CONTINUED)

Usemame
Will defauit to your email address, however this may be changed if required.

sales@bournemouth.gov.uk

Password
Your password must be between 8 and 12 characters long, contain a mixture of UPPERCASE and lowercase letters, numbers and symbols.

Memorable Word @
Please enter a memorable word that will be used on login fo verify you as a user.

Bournemouth

Memorable word hint
Enter a hint that will help you remember your memorable information.
eg First pet's name

Location of Company Headquarters| |
Preferred language

English [=]
Preferred time zone

(UTC) Dubin, Edinburgh, Lisbor[]

Ek ceneel

Terms and Conditions | Privacy | Accessibility

c) Create your login details for the system. Your username will default to the e-mail address
d) Choose a Password and Confirm the Password
e) Once complete, click ‘Continue’
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3 ADD COMPANY INFO

Register
« Requirements « Contact info e Company info 4 T&Cs 5 Confirmation
We require all this information to create:your account unless marked as optional

Company name

Bournemouth Borough Council LTD
Address

Town Hall

Bourne Avenue
Town

Bournemouth
County

Dorset [+]
Postal code / zip

BH2 6DY
Country

United Kingdom []
Website (optional)

www.bournemouth.gov.uk
Registration number (optional)

123456 NiA
VAT number (optional)

GB 957 6543 21 NiA

Terms and Conditions | Privacy | Acc

a) Add your Company Information
b) Click ‘Continue’
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4 TERMS AND CONDITIONS FOR THE USE OF PROCONTRACT

ProContract

rought o you by SERE

Register
v Requiements v Contactinfo v Company i ()TACs 5 Confimation
Due it e and ccnditons

Due Nor

s are taken 10 protect the pavacy of s users theoughout

ag7ea o 3l condibons to contre

a) Please review the Due North Terms & Conditions and the Privacy Policy.
b) If you are happy to proceed, please tick the box and select ‘Continue’
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REVIEW REGISTRATION AND SUBMIT

Please ensure that you mark as safe within your inbox
any e-mails that end

@due-north.com

E-mail notifications that you receive from ProContract
will have this domain. If you do not ‘mark as safe’ this
domain, it is likely that notifications from the system

wasill £all fada vrarin Ll AAALITL AL

a) Review your registration. To amend any details you can use the ‘Back’ option

b) However, if you are happy with your registration select ‘Submit Registration’.

c) Your registration is then sent to Due North to review. Due North check to make sure that your company is not
already registered on their tendering portal.

d) So long as your company is not already registered, you will receive an e-mail from Due North confirming that
your registration has been approved. Where you require your registration to be approved quickly, please
chase Due North to approve your application on 0330 005 0352. Please note that this number should
only be used where it is urgent.

e) Once your registration is approved, please move to the next steps in order to set your preferences for
receiving notifications on contract opportunities. IF YOU DO NOT FOLLOW STEP 6 BELOW, YOU WILL NOT
RECEIVE ANY FUTURE CONTRACT OPPORTUNITY NOTIFICATIONS FROM THE SYSTEM. IT IS VITAL
THAT YOU COMPLETE THE NEXT STEP OF REGISTERING TO ENSURE YOU DO NOT MISS OUT ON
OPPORTUNITIES
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SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

6

a) To update your preferences for receiving notifications, you will need to login to the system. You will only be
able to login to the system, once your registration has been approved. To log in, follow the below instructions:

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Eontaci iy This portal provides a user friendly, intuitive process to advertise all open tenders and quotation opportunities

Autharities for councils in the South West. The procurement portal is FREE to join for businesses and offers the
following advantages:-

- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

= Reduces costs as the process is online

- You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links - Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time

Help and Guidance

Crown Commercial Services
Once your company has registered you need to add the domain @due-north.com to your safe senders list

TED - Tenders Electronic Daily to ensure that you receive all email alerts

b) Go to www.supplyingthesouthwest.org.uk
c) Click on ‘Suppliers Login’
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d) Click ‘Login’

Page 13 of 78

ProContract

brought to you by LoF

Home page
~ News and announcements

Welcome to the new version of ProContract

As the market leader in the public sector Due-North has a wealth of procurement expertise,
and now our systems functionality has been further improved with the infreduction of

ProContract Version 3.

If you are a current registered supplier and this is the first time you are visiting the site your
details have been automatically transferred, however for security and account validation you
will be required to reset your password and follw the instructions below:

Migrated user instructions

~ Current opportunities

Shown below is a list of the latest current opportunities

Opportunities Recently added
a: 1 0] .. 4546 Next>
Buyer ~ Title < Startdate” Enddate " Estimated value| |
Advantage  Supply of Kitchen Units and 10/03/2016  10/04/2016 0
South West  Associated 1200:00  10:00:00
Advantage  Provision of Legionella Services 14/03/2016  15/04/2016 0
South West  and associated senvices 09:00:00 10:00:00
Servicing of Domestic Lifting
Advaniage  Equioment and assoroted services holoare0t®  1/042016
soutt 2nd suppiles *
:I';?rl\‘:: Andium Homes (Jersey) - SUPELY  10/03/2016  25/03/2016 NA
L ONLY Social Housing Kitchens 17:00: 2:00:00
imited
ANGUM  pndium Homes Jersey -SUPPLY  10/03/2016  25/03/2016 A
Limited ONLY Bathroom Suites 17:00:00 :
Andium Andium Homes tchen And
T e lmpoie 200 -
Limited Programme INSTALL ONLY - .
Framework for the construction of
Ashing accialand ial

# Find opportunities

~ New to portal

Free registration

Forgotten your username or password?

Useful links

Contracts register
Hel
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

ProContract

brought to you by '

Log In Welcome to ProContract
User Name Already registered?
Simply enter your chosen usemame and password and click 'Continue*
ni@boumemouth.gov.uk
Password New to ProGontract?
[ Suppliers - If you are not currently registered on the ProContract procurement portal, you can

complete a simple registration process by clicking the following link - Register free
Forgotten your username or password?

Migrated from ProContract Version 27
tinue
— If you are currently registered with a ProContract Version 2 procurement portal and the procurement

portal has migrated to Version 3 your details have been automatically transferred, however for security
and account validation you will be required to reset your password by following the instructions
outlined in the following link - First time login following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's, videos and guides

Terms and Conditions | Privacy | Accessibility

e) Type in your login details and select ‘Continue’
f)  If you are unsure of your login details, please contact Due North at ProContractSuppliers@proactis.com
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

due 2 ProContract m
no . brought to you by 12 i

Home  Findopportunies  Myactvies  Mycontracts  Help Youraccount  Logout
Home Al opportunties (3] B8
Home page
~ Actvities ~ Company details summa
h "
e o Bournemouth Borough Council
Town Hail, Bourmemouth, Dorset, BH2 60V
~ Please select = Description
Local Autnorty
@ Prease select a buyer from the dropdown and click on the ‘Go' button
Keywords
Council
~ Opportunities //Eind ooportunities ~ Workgroups
To search and view all of the latest opportunities available on the Due North portal, please
clck on the 'Find opportunies'link above Activities are assigned 1o Workgroups owing all
contacts within 3 workgroup 1o work on the activites
togetner
Procuremant (1)

g) To update your company preferences for notifications, click ‘Edit” within the Company Details Summary
section
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SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

Homme > Company pele
Company profile

~ Company information e Descti
o

Company name: Boumemout Baraugh Councd

Bm’;‘smwm Audit history
BH26DY
United Kingdom

URL: warw bournemenith o

Company registration
number: NA

VAT reglstation no: 187302657

~ Description /e
Company description: Lol Authorty
Company keywords: Council
Wunber of employees: 300
Classifications: Cther, Public Sactor Organisation

~ Workgroups o/ Aad a naw wonamup

~ Contacts T —

Sort by sumams 5]

h) Companies can have multiple workgroups for managing tenders. This may be where it is a particularly large
company that is split over several sites where each site manages different elements of the company business.
Therefore, you may want to split notifications for certain contract opportunities to go to one part of a business,
and other notifications to go to another part of the business. If this is the case, add more workgroups as
appropriate.

i) However, if you are happy for all notifications to go to one place, you only need to update the one workgroup
that is shown on the screen.

i) To update the notification preferences for that workgroup, click on the workgroup name
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SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

Home  Findopportunies  Myactviles  Mycontracts  Help

sestic s Update workgroup Procurement

w;,;g,;up; Procurement CPV categories and UNSPSC categories
= are classification systems for goods,
Workgroup details /Es . .
—— services and works. Companies should
eris ik o add categories of goods, services or works
that they supply using these classification
UNSPSC categories sEg Syste m S i
TR When buying organisations are issuing
TR ,,, contract opportunity adverts, they will
TR A A g S e select categories that relate to the goods,
P— servic_es and works that they are buying.
T et A S Suppliers who have selected those
Procies caegores 7 classifications will receive an email
T R A notification as soon as the advert is
Ropios of erest o publisheql _to ensure they do not miss
MR 00 opportunities
i

k) This section is used to set the classification of goods, services or works that you supply as well as the area
that you want to supply these goods, services and works. This is important as this will determine the
notifications that you will receive through the system to only contracts you will be interested in supplying.

[) You will need to set your classifications for goods, services or works in both the CPV categories and UNSPSC
categories. Bournemouth Council issues notifications on CPV categories and so it is very important that you
spend time ensuring that you select the correct and applicable CPV categories for your company so that you
do not miss out on contract opportunities

m) To select the classification of goods, services or works that your company supplies click ‘Edit’ next to CPV
categories
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SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

tiome » Company profis » Update workgroup Procurement
Workgroup: Prantiramant
b CPV category selection

Search categories

[ atonery l

[ ® Exactmatch © Fuzzy search ]

UNSPSCEal | Caragories st

72

NHS eClass
There ara noc.

CPV categor
TherRIeOC  gelocted categories
ProClasscal | 01927008 - Sttonery
Thees ara no
Regions of ir

uN

NORTH EAST (ENGLAND)

Tees Valiey and Durham
Hartlepool and Stockton-on-Tees.

Showall

© | k10 nome page

n) Within the search box, add the goods, services or works you supply

0) Choose whether to search ‘Exact Match’ or ‘Fuzzy’. Exact match will only return searches that meet exactly
what you have added within the search box. Fuzzy searches will try a combination and return more options

p) Click ‘Search’

g) Once you have clicked ‘Search’ it will return a list of categories that may be applicable. Select the categories

that are applicable

r) After selecting each category using the tick box, click on ‘Select Categories’

Page 18 of 78

Supplying the South West Complete Suppliers Guide

v4.00 Dec 2016



6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

Confirmation required

— Do you want to regenerate your opportunities based on
| your new selection?

:xctet  Regenerating opportunities based on your new settings will change
which daily opportunity notifications that are sent to you. If you
Fd are king further ch select "No, I don't want to".

1.
v P

ationery |

s) You will receive a notification asking you to confirm to update your opportunities
t) Click ‘Yes, | am sure’
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

Horme » Update warkgroup Procurement

Workgroup: Procurement

< Biack 1o hame page

Warkgroup details #E@ Disable workaroup
Workgroup name: Frocurement
Date created: 17/01/2013 140146 Augdit history
Dote updated: 14032016 16:26:52 —

UNSPSC categories

72000000 - Buiding and Facilty Canstruction and Maintanance Servces.

NHS eClass categories Seal

There are no categories selected in this eategory set, cick “EGit to agd some

CPV categories st

301927008 - Stationery

ProClass categories St

There are na categories selected in tis category set, cick "Edil to add soma

Regians of interest & St

UNITED KINGOOM
NORTH EAST (ENGLAND)
Taes Valley and Durham

Harlepool and Stockton-on-Tess

Showwal

u) You will also need to update your categories for UNSPSC codes as well. UNSPSC category codes are used
by other public sector organisations outside of the South West authorities to issue naotifications.
v) To do this, select ‘Edit’ and follow process 6P to 6V above
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

VVOTRQTOUD OETars Lg=1

Workgroup name: Procurement

Date created: 17/01/2013 140146 Audit history
Date updated: 14/032016 162652 View audit histor
UNSPSC categories A Edit

72000000 - Building and Facility Construction and Maintenance Services

NHS eClass categories #Edit

There are no categories selected in this category set, elick "Edit” to add some

CPV categories Edit

301927008 - Stationery

PreClass categories AEdit

There are no categories selected i this category set, click "Edit” to add some

Regions of interest @

UNITED KINGDOM
NORTH EAST (ENGLAND)
Tees Valley and Durham
Hartlepool and Stockton-on-Tees

Show all

w) You will then need to update the region of the UK that you are interested in supplying.

x) Itis important that this is updated to include the South West region as otherwise you will not receive
notifications of contract opportunities from Bournemouth Borough Council

y) Click ‘Edit’ next to Region of Interest
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

ali Region selection

201 Search regions

Enter the search criteria, m @ Exactmatch © Fuzzy search

@ Regions list

L] UK - UNITED KINGDOM
S R i

Selected regions

jate UK - UNITED KINGDOM Q@

z) You can select to receive notifications to supply all regions of the UK by ticking the box ‘UK — United Kingdom’

aa) We recommend suppliers do this to ensure that no opportunities are missed.

bb) If you find that you receive too many communications, you can return to this area and be more specific on the
regions that you wish to supply by click on the plus icon next to UK — United Kingdom

cc) Please note, in order to receive notifications from Bournemouth Borough Council, you must ensure that the
South West region is selected.

dd) To confirm the regions, click on ‘Select regions’
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6 SETTING PREFERENCES TO RECEIVE NOTIFICATIONS OF CONTRACT OPPORTUNITIES

4 e
gories
x
ries selecter J
Confirmation required
Do you want to regenerate your opportunities based on
your new selection?
0-8 - Station
Regenerating opportunities based on your new settings will change

which daily opportunity notifications that are sent to you. If you

are king further changes, pl select "No, I don't want to".
les
- ho, I don't want to
ries selecte
st ¥ S Edt

ee) You will be required to confirm the selection. Click ‘Yes, | am sure’

ff) You have now updated your categories (CPV and UNSPSC) and your regional preferences. Opportunity
notifications will be issued based on what you have set here so it is important to spend some time making
sure the notifications are set correctly. You can refine or update your categories and regions at any time and
suppliers are encouraged to continually monitor their preferences to ensure that they do not miss any
notifications from the system for contract opportunities.
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1 Login to ProContract

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation oppartunities
Autharities for councils in the South West. The procurement portal is FREE to join for businesses and offers the

. following advantages:-
Suppliers' Login

- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

+ Reduces cosis as the process is online

= You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links - Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time

Crown Commercial Services

[

Once your company has registered you need to add the domain @due-north.com to your safe senders list
TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk
b) Click on ‘Suppliers Login’
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Login to ProContract (Continued)

Home page
~ News and announcements ~ New to portal

Welcome to the new version of ProContract Free registration

As the market leader in the public sector Due-North has a wealth of procurement expertise,
and now our systems functionality has been further improved with the infreduction of
ProContract Version 3. Forgotien your username or password?

If you are a current registered supplier and this is the first time you are visiting the site your
details have been automatically transferred, however for security and account validation you Useful links
will be required to reset your password and follw the instructions below:

Cx >
Migrated user instructions

Help >
~ Current opportunities o/ Find opportunities

Shown below is a list of the latest current opportunities

Opportunities. Recently added
4][2][e] (2] 2] (2] [10] .. 4548 Nest»
~ Title = Startdate” Enddate © Estimated value |

10/03/2016  10/04/2016
120000 10:00:00

11/03/2016  15/04/2016 0
09:00:00  10:00:00

Servicing of Domestic Lifting
Advaniage  Equioment and assoroted services holoare0t®  1/042016
soutt 2nd suppiles *
:’;?rl“:: Andium Homes (Jersey) - SUPELY  10/03/2016  25/03/2016 NA
ONLY Sodial Housing Kitchens 17:00:00 12:00:00
Limited
Andium Andium Homes Jersey - SUPPLY  10/03/2016  25/03/2016
Homes ONLY Bathroom 17:00:00 : WA
Limited e o
Andium Andium Homes
T e lmpoie 200 -
Limited Programme INSTALL ONLY - .
Framework for the construction of
Ashing accialand ial

c) If your company is not yet registered on Supplying the South West, click ‘Register’. Follow the on screen
instructions. Once you have been issued log in details, return to this page to login.
d) If your company is already registered, click ‘Login’
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Login to ProContract (Continued)

brought to you by

Log In

User Name

nt@bournemouth.gov.uk

Password

Terms and Conditions | Privacy | Accessibility

Welcome to ProContract

Already registered?

Simply enter your chosen usemame and password and click 'Continue’

New to ProContract?

Suppliers - If you are not currently registered on the ProContract pracurement portal, you can
complete a simple registration process by clicking the following link - Register free

Migrated from ProContract Version 27

If you are currently registered with 2 ProContract Version 2 procurement portal and the procurement
portal has migrated to Version 3 your details have been automatically transferred, however for security
and account validation you will be required to reset your password by following the instructions
outiined in the following link - First time login following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's, videos and guides

e) Type in your login details and select ‘Continue’

f)
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Find Opportunities

ProContract m

jues 2
brought to you by (L1

Home Find opportunites My actvities. My contracts. Help Your account  Logout
Home All opportunes =
Home page

~ Activities View tll scroen ~ Company details summary /=1

Boumemouth Borough Council

Active  Recently added  Las! viewed
Town Hal, Boumemouth, Dorset, BH2 6DY

— Please select — ol - | [ <] Description

Local Aty
@ Pilease select 3 buyer from the dropdown and ¢k on the 'Go’ button
Keywords
counct
- Opportunities /eos ~ Workgroups

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

Actiities are assigned 1o workgroups alowing 3l
contacts wihin a workgroup 10 work on the actitties
togemer

a) Once you have logged in, you will then be taken to the Home Page
b) To search for new opportunities, select ‘Find Opportunities’
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Find Opportunities (Continued)

Home  Findopportuniies My actviies  Mycontracts  Help Your account  Logout
Home » Find Opportunities Al data [+ Go
Opportunities
Narrow your results Opportunities

rals
S——— - - ]
ing The South West [+
(Rdvantage SW

~ I:As[un University Procurement Portal Buyer ‘Expression Start Expression End ‘Estimated value
{Bank of England ¥
kbum and Darwen Council Pracurement Portal 8ath and North East ’ '
P S o1/0372016 20372016 £70,000,000.00
S| Buckinghamshire Business Portal
E{Charities Aid Foundation Procurement Portal | . NEL Commissianing Support
g Comuall County Council Procurement Portsl ffor surgery e 25/0212008 osjoyz016 £625,000.00
(EasthidsTenders
¢|Housing Procurement Paral 3 Somerset County Councll  25/02/2016 1o3/zmis wA
Hull an fospitals NHS Tn
:,_&'52 A = Tt £ London Borough of Enfisld  04/03/2016 01047016 £30,000.00
London Tenders Glougestershire County
- RNCG Corporation H " 11/03/2016 04/04/2016 NA
INewcastie and Northumbria Universties mc“'m“l -
TINHS Dorset Clinical Commissiong Group ml Baroug
ENurSE Group Limited . il Kingston upon Thames 26/02/2016 30/03/2016 NA
mbna Universi s N
- anfn‘,‘b,mxm‘“ Y Hosptals NHS Trust Newcastls Universty 03/02/2016 170032016 A
[Northumbia Healihcaro NHS Foundation Trust Newcastle University 04032016 05042016 Nis
|Plymouth Procurement Portal OGO 02/03/2016 164032016 NA
IRoyal Collegs of Physicians Portal o
- | £590 260021206 15062016 £4,000,000.00
Spirt Pub Company
Supply Great Yarmouth
2 NHS
Distriet Group P

¢

Published date
Start date End date

c) To search for opportunities from Bournemouth Borough Council, select ‘Supplying the South West’ from the
Portals drop down box
d) Then press ‘Update’
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Find Opportunities (Continued)

FHome > Find Opportuniies ATdaE 2] =
Opportunities - Search results
Narrow your results Opportunities

~ Portals
12345..9 Next>

Supplying The South West 1

Buyer Expression Start  Expression End  Estimated value

Organisations BanENprime provider forthe deivery of ntegrated Community Servicesto
Bournemouth Borough Council [ NHS BT and North East Somerset COG and Bath & North East Somerset Somereot Councl 01/03/2016 28/03/2016 £70,000,000.00
: Tl
. (Bath and North IE”‘ Somerset Council (T waterials sampling and Testing ‘Somerset County Council 28/02/2016 14/03/2016 N/A
cle
g Gloucestershire County
‘Christchurch and East Dorset Council alth Market Engagement Event - 6th April 2016 Coundl 11/03/2016 04/04/2016 N/A
8| Comwall Counci
Devon County Council Jridge Court Roundabout Improvements (A40 Elmbridge Court Gloucestershire County 01/03/2016 15/04/2016 NA
Dorset County Council ut rements ITT) Coundl
East Devon District Council nffi for the provision of a Support Solutions for Vuinerable Young
©|Exeter City Council Dorsst DDorset County Coundil 12/02/2016 17/03/2016 £6,500,000.00
(g Gloucester City Council
§Glovcestershire Couniy Counci ff Extra Care Housing Project Witshire Couni 21/04/2016 01/04/2016 NA
Herefordshire Council i
H{Mendip District Council | fspection of Hackney Carriage and Private Hire Vehicles North Somerset Council ~ 03/03/2016 18/03/2016 N/A
e e o et to run Northgate Primary school Somerset County Council04/03/2016 18/04/2018 NA
Gloucestershire: Count
gﬂ"ﬂommézﬂgj‘”c'l‘f” Innop Ponds, Parkend Slip Stabilisation ol Y ozgzp016 18/03/2016 NiA
- g Sedgemoor Distriet Council ot andi North Eaet
Somerset County Council ys North - Infrastructure Design 03/03/2016 08/04/2016 £370,000.00
South Gloucestershire Council Somerset Coundil
South Hams Distrct Council
Stroud District Council . o
~ WSWRIEP, o - 9 Next>
|Swindon Borough Council
|Taunton Deane Borough Council
_ gTeignbridge District Counci L4
Torbay Council
g Torridge District Council

~ Published date
Startdate  Enddate

L =(=)

e) The screen will refresh and you will then be able to select ‘Bournemouth Borough Council’ from the
Organisations drop down box
f) Select Bournemouth Borough Council and then select ‘Update’
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h)

Find Opportunities (Continued)

due : ProContract
norths

brought to you by A2

Home Find opportunities My activities My contracts Your account  Logout

1ome > Fing Opportunities .
Opportunities - Search results

Narrow your results Opportunities

- Portals
12 Nex
Supplying The South West

Title Buyer Expression End

oyo22016 31032016 A

uth Boroug

24/022016 o4ox2016 NA

- Catogories @

There are 0 categories d Experience 2017.2 5 1570212016 2032016 NA
seiected

" 0202016 21032016 2000000

0700312016 06042016 NA

07032016 06042016 NA

= Wegions R e e UM B  sr016 14032016 NA

- Keywords Boroush

asfo22016 16032016 NA
Passenger Transze " 12j02/2016 18/03/2016 Na
- Include closed Counct
Yes @ No
- Expression date
Sundste  Enddase

The opportunities list will then update to show all of the contract opportunities that are currently available for
Bournemouth Borough Council

The list shows 10 opportunities at a time in alphabetical order. Therefore, if you do not see the contract
opportunity that you are searching for in the initial list, please make sure you click ‘next’ to view the next page
of opportunities available for Bournemouth Borough Council

When you have identified the contract opportunity that you are interested in, click on the name of the contract
which is hyperlinked in blue.

PLEASE NOTE: You can also search for opportunities with other local authorities using the search bar on the
right
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Find Opportunities (Continued)

”, P
ProContract
brought to you by S5

Findopportuniies My activities  Mycontracts  Help Your account  Logout

Horne » Find opportunibes ) Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower Gardens, Bournemouth

[e] ion of a New Refreshment Kiosk in Wi part of the Lower AT SR ROV
Gardens, Bournemouth
Main contract details Expression of interest window
Opportunity ld DN121805 From 07/032016 1009
Title Operation of a New Refreshment Kiosk in Westover Gardens part of | e |
the Lower Gardens. Boumnemouth

Categories 55000000-0 - Hote, restaurant and retail trade services.

Contact details
organisabon is registered on this sde in orde 1o access the word and
excel response documents, as the compiete tender process wil be Buyer Boumsmouth Borough Council
undertaken electronicall. You can only subm a response through Contact. Procurement Team
this procurement partal winw supplyng...ng dats of 30th April 2016 Email procurement@boumnemouth gov uk
The kiosk structure s curently being manutactured so it s ready o Telephone 01202 451417
be handed over to the operator on or around the 20th Ape 2016. The Fax 01202454889
operator will ba required to fit out and make operational the Address Bouremouth Borough Council
reeshment kiosk before the first May bank hoiday weekend in 2016 Boumemouth
Dorset
e o s0pp BH2 60Y
Estimated value NA )
Keywords. refreshments, Kiosk
Attachments
Key dates o
it/ K8
Estimated contract dates 18
Start date 22042016 End date 08/11/2022
1014
K8
T - Supglier Inf 549

i) You will then be able to view the advert for the contract opportunity.

k) The ‘Description’ provides you with an overview of the opportunity. You can click ‘more..." to see the full
description provided for the contract.

[) The deadline for submitting your response to the tender opportunity is shown in the top right of the screen.
Please note that this is not just a deadline for expressing an interest, but is the deadline for when your
response must be completed and submitted through the system.
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m) In order for transparency, the tender document can be viewed as READ-ONLY within the attachments section
of the advert. Please note that these documents are READ-ONLY and are there only to provide you with an
overview of what the requirements for the contract are.

DO NOT COMPLETE THESE DOCUMENTS. PLEASE TREAT THESE DOCUMENTS AS READ-ONLY.

n) TO ACCESS THE FULL TENDER DOCUMENTS THAT ARE TO BE COMPLETED, please select ‘Register
interest in this opportunity’ and follow the guide ‘How to Access Tender Documents through Supplying the
South West'.

Please note, any response to a tender must be submitted through the portal. The Council will not accept any tender
submissions that are received by e-mail or hard copy in the post. The Council will also not accept any submissions
that include completed Watermarked ‘Read-Only’ documents.
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Building a Better Bournemouth

ProContract
Step By Step

3. How to Access Tender Documents
Through Supplying the South West
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Accessing the Tender Document for a Contract Opportunity

a) To access the tender documents for an opportunity, you must login to the system and follow the below
instructions.

b) DO NOT COMPLETE THE TENDER DOCUMENTS THAT ARE SHOWN IN THE ATTACHMENTS SECTION
OF THE ADVERT. These documents are Read-Only and should be used to identify quickly whether this is an
opportunity you are interested in.

c) If you wish to submit a response, you must access the tender documents to be completed by following the
below instructions:
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Accessing the Tender Document for a Contract Opportunity (Continued)

ProContract
brought to you by S5

Find opportunities. My activities. My contracts Help Your account  Logout

Horme » Find opportunibes ) Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower Gardens, Bournemouth

Operation of a New Refreshment Kiosk in W part of the Lower el '
Gardens, Bournemouth
Main contract details Expression of interest window
Opportunity Id DN121805 From 07/032016 10.09 to 08/04/2016 14,00

Title Operation of a New Refreshment Kiosk in Westover Gardens part of | e |
the Lower Gardens. Boumnemouth

Categories 550000000 - Hotel, restaurant and retail trade services

Description To respond to the tender you wll need to ensure that your Contact details
organisation is registered o this site in order o access the word and
excel respanse documents, as the complete fender process will be Buyer Boumnemouth Borough Council
undertaken electronically. You can only submd a response through Contact Procurement Team
this procurement portal www supplying...ng date of 30th April 2016. Email procurementi@bournes
The kiosk strueture is currently being manufaetured 5o i is ready 1o Telephone 01202 451417
be handed over to the operator on or around the 20th Apei 2016. The Fax 01202 454889
operator will be required to it out and make operational the Address Bounemouth Borough Council
refreshment kiosk before the first May bank hoiday weekend in 2016 Boumemouth
More Dorset

Region(s) of supply Bournemouth and Poole BH26DY

Estimated value N/A Uited Hohndon)

Keywords  refreshments, Kiosk

Attachments
290
Key dates
& KB
Estimated contract dates 1MB
Start date 22042016 End date 08112022
1014
KB
TT - Sup f 549

d) From the advert of the contract opportunity you want to express évn i'hte“'r'évst in, select ‘Register interest in this

opportunity’

e) Please note, if you are not logged in, the button will say ‘Login and register interest in this opportunity’. You
will need to login to be able to access the tender documents. If you do not yet have login details, you will need
to register your company with the site. Please see the guide ‘How to Register on Supplying the South West’

f) If you are unsure of your login details, please contact Due North on ProContractSuppliers@proactis.com
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Accessing the Tender Document for a Contract Opportunity (Continued)

ProContract
brought to you by i1

Findopportunities My activities | Mycontracts  Help

cturites » Operation of a New Refreshment Kiosk n Wastover Gardens partof the Lowar Gardens, Boumemouth
(o] ion of a New Kiosk in part of the Lower
Gardens, Bournemouth
Main contract details Expression of interest registered
Opportunity id DN121805 Date 14032016 11:41:48
Title Operation of a New Refreshment Kiosk in Westover Gardens part of Workgroup Procurement

the Lower Gardens, Bounemouth

Categories 55000000-0 - Hotel, restaurant and retai trade senvces

Description To respond 10 the tender you wil need to ensure that your
‘organisation is registered on this e in order 10 access the word and
‘excel response documents. 3 the complets tendsr process wil be

Expression of interest window

From 07/0372016 10.09 to 0804/2016 1400

an
this procurement portal www supplying . ng date of 30th Apal 2016
The kiosk stnscture is cunetly being manufactured 5o d i ready o
be handed over 1o the operator on or arcund the 20th Agril 2016 The
operator wil be requred to it out and make operational the Contact details
refreshment kiosk befors the first May bank hoiday weskend in 2016
More Buyer Boumemouth Borough Counci
Ragion(s) of supply Boumemouth and Poole Contact Procurement Team
Estimated value NA Email bt
Keywords. reésshments, Kiosk Telephone 01202 451417

Fax 01202 454889
Address Boumemouth Borough Council
Boumemouth
Dorset
Key dates

8H26DY

" United Kingdom
Estimated contract dates

Startdate 221042016 End date 081172022
Attachments

g) Once you have selected ‘Register interest in this opportunity’ the screen will refresh
h) The option to ‘Register interest in this opportunity’ will now be greyed out.
i) The system will also show the exact date and time you expressed an interest.

i) Now that you have expressed an interest, the tender documents are automatically available
for you to view and download. Please note, you will hot be sent the tender documents by e-
mail or notification. You must use the system to view and download them as they are
automatically available.

k) To download the tender documents that need to be completed, click on ‘My Activities’
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Accessing the Tender Document for a Contract Opportunity (Continued)

ProContract m
dicn
brought to you by " 1%
Find opportunities. My activities My contracts Help Your account  Logout
Home » My activites Al data =l
My activities

Narrow your results Active activiies  Archived activilles  Last viewed activities

@ Please select a buyer from the nartow fesults panel and che

K 0n the Update’ button

)  When you are in the ‘My Activities’ area, you will be able to view contract opportunities that you
have expressed an interest in. The page will automatically default to the tab ‘Active Activities’
m) To view Bournemouth Borough Council contract opportunities that you have expressed an interest

in, select the tick box next to ‘Bournemouth Borough Council’
n) Then click ‘Update’
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Accessing the Tender Document for a Contract Opportunity (Continued)

due 74 ProContract
Nortns

) duesi s
brought to you by O L1
Home Find opportunities My activities My contracts Help Your account  Logout
Home » My activites Mdata  [3]
My activities

Narrow your results Active actvties  Archived activites  Last viewed activiies

~ Buyer

‘Swdon Barough Counil

Actions- =
V) Boumemouth Borough Counc 1 Buyer Title Current event Event deadline
DaorPe B ACHe Provision of a Cafe inthe Sunken
' Borough Coundil Area in Bouremouth Station 23/02/2016
- Eveattyps Roundabout (the Bear Pr)
EM a3 The Supply of Roofing Materais,
R K Borough Coundi B Uy, Thes an e /0372016
RFx
poeration of a New Refreshment
P m fiosk in Westover Gardens part of  08/0412016
Jre Lower Gardens, Bournamouth
~ Status %
o
New acton

0) You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth
Borough Council

p) To view the tender documents that you need to review and complete, select the blue hyperlink of the relevant

contract opportunity.
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Accessing the Tender Document for a Contract Opportunity (Continued)

ProContract m

brought to you by

Find opportunities My activities My cantracts Hetp Your account  Logout
Hotme » My sctities » Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower Gardens, Bounemouth
Activity : Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower - facx 1o nome page

Gardens, Bournemouth

Events

Exprassion of intarest accepted Hisda datais | Opan

Messaging

Interest start date: 07/03/2016 10.09
Interest end date 03/04/2016 1400
Exprossed interest on 14032016 1141

You have 0 unread message(s)
View messages

Audit history

Operation of a Nes

Kiosk in Westover Gas

the Lower Garden

g) To view the tender documents, click on the hyperlink of the contract name for the event that is showing as Not
Started and has a ‘Respond by’ date next to it.
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Accessing the Tender Document for a Contract Opportunity (Continued)

d
N

Home  Fidoppomunties My actvies.

> Westaver Gardens pat of o Lower Garders, Bcumemauth

Boumemouth Borough Council - RFQ

Cpecation of a New Refrestment Kiosk in
‘Wiestover Gardens part of the Lower Gardens,

of approximately 5 years (The Services)

he Map in Appendix 2,

The Kosk structure is ¢

ue,, 1 2 ProContract
orths b

brought to you by "%

My contracts

tep

110609

Respond by: 08 Apil 2016 14 00.00

Your account  Logout

12 Opsraton of 3 New Refrasment Kiosk

|Tmo remaining I

Boumemouth Borough Councl are
100king 10 3ppoint a0 operalor 10 fun 3 rekieshment KOSk in Viestover Gardens for a period

The Council i kooking to offer a lease of approximately S years for the refreshmen kiosk
1om 2 proposea opening date of 151 May 2016, The 1cason of he new kiosk s Shown on

is ready Yo
‘operator on or around the 20th Apri 2016. The operator will e required 10 it out and make

10 the

Puolic be viewea by all

thes

a1k
sme

1014 k8
100K8
75K8

12K8.

Messaging

You have 0 uvaad message(s

You fave et e stred yous ressonse

r) From this page you are able to view the tender documents. Please ensure that

ybu download all of the tender

documents and review the requirements. Use the scroll bar on the right to ensure you view all of the tender

documents.

s) The tender documents should be downloaded and completed on your own computer

t) The documents should be completed and re-uploaded through the system before the deadline shown on the
system. There is a tender submission deadline countdown in the top right hand corner of the screen

u) Please follow the guide ‘How to Submit A Response’ when you are ready to submit

v) Please do not leave submitting your response until the last minute as you will be unable to submit your
response after the deadline date and time shown on the system for that contract opportunity.
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Building a Better Bournemouth

ProContract

Step By Step

4. How to Ask a Question on a
Procurement through Supplying
the South West
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1 Login to ProContract

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation oppartunities
Autharities for councils in the South West. The procurement portal is FREE to join for businesses and offers the

. following advantages:-
Suppliers' Login

- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

+ Reduces cosis as the process is online

= You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links - Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time

Crown Commercial Services

[

Once your company has registered you need to add the domain @due-north.com to your safe senders list
TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk
b) Click on ‘Suppliers Login’
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Login to ProContract (Continued)

Home page
~ News and announcements ~ New to portal

Welcome to the new version of ProContract Free registration

As the market leader in the public sector Due-North has a wealth of procurement expertise,
and now our systems functionality has been further improved with the infreduction of
ProContract Version 3. Forgotien your username or password?

If you are a current registered supplier and this is the first time you are visiting the site your
details have been automatically transferred, however for security and account validation you Useful links
will be required to reset your password and follw the instructions below:

Cx >
Migrated user instructions

Help >
~ Current opportunities o/ Find opportunities

Shown below is a list of the latest current opportunities

Opportunities. Recently added
4][2][e] (2] 2] (2] [10] .. 4548 Nest»
~ Title = Startdate” Enddate © Estimated value |

10/03/2016  10/04/2016
120000 10:00:00

11/03/2016  15/04/2016 0
09:00:00  10:00:00

Servicing of Domestic Lifting
Advaniage  Equioment and assoroted services holoare0t®  1/042016
soutt 2nd suppiles *
:’;?rl“:: Andium Homes (Jersey) - SUPELY  10/03/2016  25/03/2016 NA
ONLY Sodial Housing Kitchens 17:00:00 12:00:00
Limited
Andium Andium Homes Jersey - SUPPLY  10/03/2016  25/03/2016
Homes ONLY Bathroom 17:00:00 : WA
Limited e o
Andium Andium Homes
T e lmpoie 200 -
Limited Programme INSTALL ONLY - .
Framework for the construction of
Ashing accialand ial

c) If your company is not yet registered on Supplying the South West, click ‘Register’. Follow the on screen
instructions. Once you have been issued log in details, return to this page to login.
d) If your company is already registered, click ‘Login’
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Login to ProContract (Continued)

brought to you by

Log In

User Name

nt@bournemouth.gov.uk

Password

Terms and Conditions | Privacy | Accessibility

Welcome to ProContract

Already registered?

Simply enter your chosen usemame and password and click 'Continue’

New to ProContract?

Suppliers - If you are not currently registered on the ProContract pracurement portal, you can
complete a simple registration process by clicking the following link - Register free

Migrated from ProContract Version 27

If you are currently registered with 2 ProContract Version 2 procurement portal and the procurement
portal has migrated to Version 3 your details have been automatically transferred, however for security
and account validation you will be required to reset your password by following the instructions
outiined in the following link - First time login following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's, videos and guides

e) Type in your login details and select ‘Continue’
If you are unsure of your login details, please contact Due North at ProContractSuppliers@proactis.com

f)

Page 45 of 78

Supplying the South West Complete Suppliers Guide

v4.00 Dec 2016


mailto:ProContractSuppliers@proactis.com

How to Ask a Question

due 2 ProContract m
S A

No Rgie

brought to you by |

Find opportunities My activites My contracts e Your account  Logout

Home Al opporunites 3]
Home page
~ Activities Mew t creen ~ Company details summary /=

Active  Recently added  Last viewed Boumemouth Borough Council

Town Hat, Boumemouth, Dorset, BH2 60Y

~ Please select — ol - | a Description

Local Authorty
@ Please select a buyer from the dropdown and ciick on the ‘GO’ button
Keywords
Counci
~ Opportunities /B0 cooonunites ~ Workgroups

To search and view ail of the latest opportunities available on the Due North portal, piease .

click on the ‘Find opportunities’ fink above: ARGl Eod wasigenad ko Workrotps Siowng s
contacts weNin a workpTouD 1o work on the actives
togetner

()

Add new workgroun

a) Once you are logged in, you will need to navigate to the contract opportunity that you want to ask a question
for.
b) To do this, select ‘My Activities’
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How to Ask a Question (Continued)

due Pt ProContract
norths Asie

doen
brought to you by [T

Find opportunities My activiies My contracts Help Youraccount  Logout
Home » My activites All data =l

My activities

Narrow your results

Active activities  Archived activiies  Last viewed activities

@ Flease select a buyer from the narmow results panel and chck on the ‘Update’ button

~ Event type
7

| savert
RFx

~ Status
©

New action

ions | Privacy | Accessibilily

c) When you are in the ‘My Activities’ area, you will be able to view contract opportunities that you have
expressed an interest in. The page will automatically default to the tab ‘Active Activities’

d) To view Bournemouth Borough Council contract opportunities that you have expressed an interest in, select

the tick box next to ‘Bournemouth Borough Council’

e) Then click ‘Update’
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How to Ask a Question (Continued)

ProContract

dess
brought to you by PO

Find opportunities My activities My contracts Help Your account  Logout
Home » My actvises N[5
My activities

Narrow your results Active activibes  Archived actvitles  Last viewed activities

- Buyer
‘Swieson Borough Councl ~Actions— =
7| Bownemouth Borough Countil Buyer ~ Title Current event Event deadline
oz dglsod il D Provison of a Cafe I the Sunken
K Borough Courcl in Bounamouth Stz /0202016
- Eventtype Rondabout (the Baar PE)
Ba = The Supply of Roofing Materias,
B et K Borough Courcl L% < Underlay, Ties and Oer 30/03/2016
RRx
tion of 2 New Refrashment
Loyl <. Bosk in Westover Gardens partof  08/04/2016
Lower Gardens, Boumemouth
Status
o

Hew sctn,

f)  You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth
Borough Council

g) Select the blue hyperlink of the relevant contract opportunity that you wish to ask a question for.
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How to Ask a Question (Continued)

ProContract

brought to you by

Findopportunitles My actvies  Mycontracts  Help Youraccount  Logout

> Myas

» Operation of a New Refreshment Kiosk in Westover Gardens partof the Lower Gardens, Boumemouth

Activity : O ion of a New F 1t Kiosk in W part of the Lower - &
Gardens, Bournemouth

Events — Pournemoitho

Oecaion of o New Refreshment  Expression of interest accepted tide detals | Open Building a Better Bournemouth

home page

Kiosk in Westover Gardens part of
Archiv this activity

the Lower Gardens, Bournemouth
Messaging

Interest start date: 07/03/2016 10.09
Interest end date 03/042016 14.00
Expressed interest on 14032016 11:41

You have 0 unread messagels)
View messages

Audit history

Operation of a New Refreshment

Kiosk in Westover Gardens part of

the Lower Gardens, Bournemouth

h) Click on ‘View Messages’
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How to Ask a Question (Continued)

Notifications
ProContract

dl,[‘t;r:f
brought to you by MU

Home Find opportunities My activities My contracts Help ‘Your account  Logout

Home » My activities » Supply of Water Boitles » Messaging Al data[7] Go

Return to previous page

Messages for Supply of Water Bottles
Narrow your results Inbox

~ Read Status

“Actons- a

© unread There is no data available.

Startdate End date

(o]

i) Select ‘Create New Message’
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How to Ask a Question (Continued)

@ Notifications
ProContract

dx,eu'w 2
brought to you by N

Find opportunities. My activities. My contracts Youraccount  Logout

Home » My activities » Supply of Water Bottles » Messaging » New

New message

To: Project team

[ Subject:  Specification Point 12.6 ]

Attachments: &

~
fri

y,

Please can you confirm what you mean by specification point 12.6

Kind Regards
Company A

o
'

Terms and Conditions | Privacy | Accessibility

due & »

i) Add a Subject within the Subject Field

k) Add your Question within the Main Text Field

[) If required you can add an attachment using the ‘Attachments’ section
m) Click ‘Send Message’

n) This message has now been sent directly to the Project Team
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Viewing Messages and Responding to Messages

i) Notifications
ProContract

brought to you by

Find opportunities My activities My contracts Help Youraccount  Logout

All data[=] Go

Home > My activities > Supply of Water Bottles »

Messages for Supply of Water Bottles

Retum to previous page

Narrow your results Inbox
= Read Status [ create new message | ~Actions— B < |
RefNo ~ Subject ° From = Date S
© unread supplier_sw_55
Specifica n company - 10/11/2015
| 11 Specification Point 12.6 Suppler sw_55 1238 I3
Startdate End date
l 0 21 Please Provide Siqned Document Project team /1172015 3 ]

e

If you receive any notifications regarding a message being issued, you will be able to review these within the
Messaging area.

b) When you receive a notification, you can follow the hyperlink in the e-mail and it will take you directly to the
message that has been published

c) Click on the hyperlink to read messages that have been issued through ProContract
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3 Viewing Messages and Responding to Messages

due P ProContract
norths g

brought to you by

Home  Findopportunties  Myactvites  Mycontracls  Help Your account  Logout

Home » My activiies > Supgty of Watet Botlles » » Messaging » View

Message

From: Projectteam
Subject: Please Provide Signed Document

Date: 231112015 16:38

Dear Sirs,

Ple.

can you provide this as scon as possible.

Kind Regards
Strategic Procurement Team
Bournemouth Borough Council

d) You can use the ‘Reply’ button to respond to any messages you receive where appropriate.
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e ol

p= &Uf
Q BOROUGH tiﬂ_f—l-l;;;-_:

Building a Better Bournemouth

ProContract

Step By Step

5. How to Submit your Response
through Supplying the South West
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http://www.bournemouth.gov.uk/

1 Login to ProContract

Home

Search Latest Opportunities Welcome to Supplying the South West Portal

Contract Register

This portal provides a user friendly, intuitive process to advertise all open tenders and quotation oppartunities
Autharities for councils in the South West. The procurement portal is FREE to join for businesses and offers the

. following advantages:-
Suppliers' Login

- Immediate access to current business opportunities

- Receive email notifications on business opportunities that are align with your company

+ Reduces cosis as the process is online

= You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links - Submissions can be completed electronically rather than hand written

- Submissions can be amended up until the closing date and time

Crown Commercial Services

[

Once your company has registered you need to add the domain @due-north.com to your safe senders list
TED - Tenders Electronic Daily to ensure that you receive all email alerts

a) Go to www.supplyingthesouthwest.org.uk
b) Click on ‘Suppliers Login’
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Login to ProContract (Continued)

Home page
~ News and announcements ~ New to portal

Welcome to the new version of ProContract Free registration

As the market leader in the public sector Due-North has a wealth of procurement expertise,
and now our systems functionality has been further improved with the infreduction of
ProContract Version 3. Forgotien your username or password?

If you are a current registered supplier and this is the first time you are visiting the site your
details have been automatically transferred, however for security and account validation you Useful links
will be required to reset your password and follw the instructions below:

Cx >
Migrated user instructions

Help >
~ Current opportunities o/ Find opportunities

Shown below is a list of the latest current opportunities

Opportunities. Recently added
4][2][e] (2] 2] (2] [10] .. 4548 Nest»
~ Title = Startdate” Enddate © Estimated value |

10/03/2016  10/04/2016
120000 10:00:00

11/03/2016  15/04/2016 0
09:00:00  10:00:00

Servicing of Domestic Lifting
Advaniage  Equioment and assoroted services holoare0t®  1/042016
soutt 2nd suppiles *
:’;?rl“:: Andium Homes (Jersey) - SUPELY  10/03/2016  25/03/2016 NA
ONLY Sodial Housing Kitchens 17:00:00 12:00:00
Limited
Andium Andium Homes Jersey - SUPPLY  10/03/2016  25/03/2016
Homes ONLY Bathroom 17:00:00 : WA
Limited e o
Andium Andium Homes
T e lmpoie 200 -
Limited Programme INSTALL ONLY - .
Framework for the construction of
Ashing accialand ial

c) If your company is not yet registered on Supplying the South West, click ‘Register’. Follow the on screen
instructions. Once you have been issued log in details, return to this page to login.
d) If your company is already registered, click ‘Login’
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Login to ProContract (Continued)

brought to you by

Log In

User Name

nt@bournemouth.gov.uk

Password

Privacy | Acc

Welcome to ProContract

Already registered?

Simply enter your chosen usemame and password and click 'Continue’

New to ProContract?

Suppliers - If you are not currently registered on the ProContract pracurement portal, you can
complete a simple registration process by clicking the following link - Register free

Migrated from ProContract Version 27

If you are currently registered with 2 ProContract Version 2 procurement portal and the procurement
portal has migrated to Version 3 your details have been automatically transferred, however for security
and account validation you will be required to reset your password by following the instructions
outiined in the following link - First time login following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's, videos and guides

e) Type in your login details and select ‘Continue’
If you are unsure of your login details, please contact Due North at ProContractSuppliers@proactis.com

f)
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Find the Contract you want to Submit a Response for

due 2 ProContract m
S b

NO s

brought to you by |

Find opportunities My activiles My contracts e Your account  Logout

Home Al opportunities 2]
Home page
~ Activities View tll screen ~ Company details summary /=t
po— ot Boumemouth Borough Council
Town Hat, Boumemouth, Dorset, BH2 60Y
~ Please select — ol - | B e
Local Authorty
@ Please select 2 buyer from the dropdown and ciick on the ‘Go bution
Keywords
Counci
~ Opportunities /500 gooontunities ~ Workgroups
To search and view all of the latest opportunities available on the Due North portal, please "
click on the ‘Find opportunities’ link above: ARl Soswasigead 1o worgrones siowkg s
contacts wahin a workGTOUD 10 wark on the actes
togetner
Procummant (1)

a) Once you are logged in, you will need to navigate to the contract opportunity that you are submitting a
response for.
b) To do this, select ‘My Activities’
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Find the Contract you want to Submit a Response for (Continued)

due 2 ProContract
rth‘ e
NOI Brought 1o you by LT

Home Find opportunities My activities My contracts Help Your account  Logout
Home » My activites. All data =l
My activities

Narrow your results Active actvities | Archived activities  Last viewed activities

@ Flease select a buyer from the narmow results panel and chck on the ‘Update’ button

~ Event type
7

| savert
RFx

~ Status
©
New action

Terms and Condations | Privacy | Accessibiity

c) When you are in the ‘My Activities’ area, you will be able to view contract opportunities that you have
expressed an interest in. The page will automatically default to the tab ‘Active Activities’

d) To view Bournemouth Borough Council contract opportunities that you have expressed an interest in, select
the tick box next to ‘Bournemouth Borough Council’

e) Then click ‘Update’
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Find the Contract you want to Submit a Response for (Continued)

ProContract

dess
brought to you by PO

Find opportunities My activities My contracts Help Your account  Logout
Home » My actvises N[5
My activities

Narrow your results Active activibes  Archived actvitles  Last viewed activities

- Buyer
‘Swieson Borough Councl ~Actions— =
7| Bownemouth Borough Countil Buyer ~ Title Current event Event deadline
oz dglsod il D Provison of a Cafe I the Sunken
K Borough Courcl in Bounamouth Stz /0202016
- Eventtype Rondabout (the Baar PE)
Ba = The Supply of Roofing Materias,
B et K Borough Courcl L% < Underlay, Ties and Oer 30/03/2016
RRx
tion of 2 New Refrashment
Loyl <. Bosk in Westover Gardens partof  08/04/2016
Lower Gardens, Boumemouth
Status
o

Hew sctn,

f)  You will then see a list of the active opportunities that you have expressed an interest in with Bournemouth
Borough Council

g) Select the blue hyperlink of the relevant contract opportunity that you wish to submit a response for.
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Find the Contract you want to Submit a Response for (Continued)

Youraccount  Logout

ProContract

brought to you by

Find opportunities My activities My contracts Help
5 » Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower Gardens, Boumemouth

Activity : Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower - &

Gardens, Bournemouth
Events - Bournemaihe
(Ll
Building a Better Bournemouth

Expression of interest accepted

Operstion of a New Refreshment
Kiosk in Westover Gardens part of
Archive this activity
the Lower Gardens, Bournemouth
Messaging
You have 0 unread message(s)
View apes

Interest start date: 07/03/2016 10.09
Interest end date 03/042016 14.00
Expressed interest on 14032016 11:41
Audit history

tat e audi his

Operation of a New Refreshment

Kiosk in Westover Gardens part of

th

the Lowe

h) The system will show a few ‘events’. You will need to select the latest event which will be at the bottom of the

list and will either show as ‘Not Started’ or ‘In Progress’
Click on the hyperlink of the contract name that you want to submit a response for.

i)
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Submit your Response

ProContract
des 2
brought to you by "%

Find opportunities My activities My contracts Help Your account  Logout

me » Supply of Water Bottles » Supply of Water Botties

Bournemouth Borough Council - RFQ 5135155 Time remaining

Title: Supply of Water Botties
Description:
The Counci requires the supply of water in S00ML botties.

21 17 32
Secores

2

Owp e Ao
Respond by: 13 November 2015

14:00:00

Messaging

Pubiic atiachments can be viewed by all procurers and suppliers involved in this M

You have 0 unread message(s)

You have ot yet started your response

Terms and ¢

a) To begin submitting your response, click ‘Start my Response’
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3 Submit your Response (Continued)

due A ProContract
ﬂorth\‘- brought to you by

Home  Findopportuniies  Myactvies  Mycontacts  Help Your account  Logout

Home » My activities » Supply of V

Bottles » Create RFQ rasponsa
Create RFQ response
.Dew\s 2 Additionalinformation 3 Aftachments 4 Tems & conditions

Response reference: 105061542
Weleome o the RFQ respanse wizard

The wizard will assist you with the completion of your response,

You will be pr number of diferent. Once each step has been completed you can chck the 'Conbnue’ button 10 proceed ta the next
step. or ‘Back 10 retum to the prior step or ‘Cancef 1o exit the wizard.

Ater step. the response d will be saved a8 2 drat. which will allow you o resume the response at a later date i required.
Once allthe steps have been completed and all mandatary response criteria have been met, you wil be asked if you wish to submit your response

1f you agree t submit your response, you will recsive 3 confirmation receipt email Please note. if you do please
x5 you cannct be guaraniee hal your response has been received

b) You will then be taken to the Response Wizard
¢) Read the guidance and click ‘Continue’
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3 Submit your Response (Continued)

ProContract

brought to you by FFfi

Findopportunities My actvites  Mycontracts  Help Youraccount  Logout

My actvities > Supply of Water Bottles » Supply of Water Bottles > Create RFQ response
Create RFQ response
v Detais (@) Additional information 3 Attachments 4 Terms & condtions

Suppber reference (optional) &

Water Bottles Response

Response information (opbonal) &

Please find attached our response for your Water Bottles Tender

d) Add a Supplier Reference for your Response. This is optional but it may be that your company has a
reference number for tenders that you submit responses for. If you do not have a reference, please leave
blank

e) Add any details you may want to within Response Information. Again, this is optional.

f)  Click ‘Continue’
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3 Submit your Response (Continued)

ProContract

brought to you by 3452

Find opportunities. My activities My contracts Help Your account  Logout
Home » My activities » Supply of Water Botties » Supply of Water Botties » Create RFQ response
Create RFQ response

+ Delails « Additional nformation ‘Alluhmems 4 Terms & conditions

R Reset Cancel Back

Terms and Conditions | Privacy | Accessibility

g) You will now need to upload and attach your completed tender documents to the system that form your

submission
h) To do this, select ‘Add Attachment’
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3 Submit your Response (Continued)

@ Notifications
due, 1A ProContract -
e brought to you by S48t
sourcing solutions

Home Find opportunitie: - — - Youraccount  Logout

(<)

Home s My activities > Supply of W/
Show weblinks =

Create RFQ response

) Details | &) Additior \F'{';"?::::’;::MM e o i ., . 2, TI P:

No atachmens e R R Ensure that you upload all of

T [ the documents that you are

Y o Cove requested to complete and
+ i submit as part of your tender

response.

Drop files here

Total size: 8 KB Estimated time: N/A <

Terms and Conditions | Privacy | Accessibility

i) You can either drag files into the box that says ‘Drop files here’ or you can select them from your local hard
drives by selecting the plus icon

j) Once you have selected all of the documents that you want to submit as part of your response, select the up
arrow icon in the bottom right to upload the documents to the system
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3 Submit your Response (Continued)

due, A2 ProContract
NOrths'  [ee—

My activilies  Myconlracls  Help

Youraccoun!  Logout

Home » My activities s Supply of Water Bottles » Supply of Water Boltles » Creale RFQ response

Create RFQ response

+ Details  + Addiional information .Anachmsnls 4 Terms & conditions

k) You will then be returned to the response screen where it will show all of the attachments that you have just
uploaded.

[) Ensure that all the attachments that you want and are required to submit as part of your response are shown
in this list

m) When you are happy that all of the documents that you wish to submit are shown in the above list, please
press the ‘Continue’ button
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Submit your Response (Continued)

@ Nofifications
ProContract

brought to you by A5

Home Find opportunities My activities My contracts Help Youraccount  Logout
Home > My activities > Supply of Water Bottles » Supply of Water Botiles > Create RFQ response
Create RFQ response
« Details |« Additional information 4 | Attachments .Terms & conditions

Please follow the link to read the terms and conditions

Standard Goods and Services Terms and Conditions

@ Accept

© Decline

Reset Cancel Back

Terms and Conditions | Privacy | Accessibility

n) Review the Terms and Conditions that will form the contract
o) If you are happy to accept the terms, choose the radio button next to ‘Accept’

p) If you are not happy to accept the terms, choose the radio button next to ‘Decline

will be required to provide detail of why you decline the Terms and Conditions
g) Click ‘Finish’
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Submit your Response (Continued)

@ Notifications
ProContract

dt,cl;y;_-
brought to you by 1O

Home  Findopportunities My activites  Mycontracts  Help Youraccount  Logout

Home » My activities > Supply of Water Bottles » Supply of Water Botlles

=Back to summary

My response 105861542 Draft Time remaining

Respond by: 13 November 2015 14:00:00

@ Aaditional information = 2 20 49 27

. Days Wous  Mmes  Seoonds
Supplier reference: "

Accept | Decline

© tems & conditions
© Response controls

& Standard Goods and Services Terms and Conditions

Open response wizard

@ Attachments

Submission checklist

@  Pricing Schedule for Supply of Water Bottles v1.00.xisx 8KB @ rems & congtions

Lo smen -

© Audithistory

View audit history

s and Conditions | Privacy | Accessibility

r)  You will then be taken to a Summary screen
s) In some cases you may need to accept the terms and conditions again. To do this, press either accept or

decline
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Submit your Response (Continued)

ProContract

fdrsé
brought to you by " U1¥

Myactivites  Mycontracts  Help

Water Bolties » Supply of Waler Bottles

My response 105861542 Draft Time remaining
Respond by: 13 November 2015 14.00.00
Additional inf i Ear
N S 2 20 45 19
e

Meutes  Sesonts

Supplier reference: e

© Terms & conditions - ¢ Accepted Decline

erms and Conditions | Privacy | Accessibily due,t, »
8 norths’
t) The submission checklist should show everything in green that you need to do. If there is something in red
then you will need to action it.
u) If you are ready to submit your response, press ‘Submit Response’

v) If you are not yet ready to submit your response, select ‘Back to Summary’ at the top. The attachments and
responses that you have loaded to the system will be saved but not submitted. PLEASE NOTE THAT THIS
MEANS YOUR RESPONSE IS NOT COMPLETE. You must return to the system to continue your response
and submit. Please follow Step 4 at the end of this guide.
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Submit your Response (Continued)

du% ProContract
= e

",
sourcing solutions. brought to you by

Find opportunities My activities My contracts Help Your account  Logout

Home > My activities > Supply of Water Bottles > Supply of Water Bottles

: Time remaining

| Respond by: 13 November 2015 14:00:00 |
|

© Additional information

Supplier reference:

© Tems & conditior}

Submit response

& Standard Goods
Are you sure you want to submit this response?

< i ] Yoo~
J | Tems & condiions

@ Atachments
{

©  Pricing Sched

View audit history

Terms and Conditions | Privacy | A

w) You will be asked to confirm that you want to submit your response.
x) Click ‘Submit Response’
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Submit your Response (Continued)

ProContract

brought to you by L1

Fndopporunies  Myacivites  Mycontacts el

» Suppiy ol Water Eolties > Supply of Water Botties

‘Bournemouth Borough Council - RFQ 5135185

Tie: Supply of Water Bottles Respond by: 13 November 2015
140000

Description:
The Council requires the supply of water in SOOML bottles

Pubiic atachments can be viewed by all procurers and supplers Involved In this M

invitaten to Quote for Suppy of Water Bottes ¥1.00 o 1K8

for Supply o VWaer Boities v1.00 xisx 8Ka

Your account  Logout

Time remaining

20 43 42
Modes  Sezenes

2
I

[ Submitted

Messaging

You have 0 unread messageis)

[~ Y ——

e

Swommed 10112015 17.9611

y) Your response will then show as ‘Submitted’

z) You will also receive an e-mail from ProContract confirming that your submission has been submitted. If you
have not received a confirmation notification by e-mail of your submission, please contact Due North on 0330

005 0352 to confirm you have submitted your response.

aa) If you wish to amend your response after submitting, you can make amendments by selecting ‘I would like to
edit my response’. This will create a second version of your submission. Ensure that you allow plenty of time
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before the submission deadline if you choose to edit your submission. You must ensure that your edited
response is submitted before the deadline.
bb) If you do not want to edit your submitted response, select ‘Back to Dashboard’
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4 Continuing with a Submission that you had Previously Started but not Submitted

a) You will only need to follow this step where you started to submit your response but did not finalise your
submission. (Following on from Step 3V above)

b) You will first need to follow Step 1 (Log in to ProContract) and Step 2 (Find the Contract that you want to
Submit a Response for) in order to navigate back to the contract.

ProContract

brought to you by /1%

Mome  Findopportunies  Myactvies  Myconwacts el

et > Operafion of 3 New Refreshmert Kiosk in Westover Gardens partof he Lower Gardens, Boumemouth

Activity : Operation of a New Refreshment Kiosk in Westover Gardens part of the Lower - sax s
Gardens, Bournemouth

Events.

tart date: 07032016 1009
Interest end dste 02042016 1400
Expressod intoreston 14032016 1141

s

c) From the activity screen of the contract that you wish to continue submitting your response for, you will see
that it states in ‘Draft’. To complete your submission, select ‘Open’
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Continuing with a Submission that you had Previously Started but not Submitted

4

Findopportunities  Myactvites  Mycontracts  Help Your account  Logout

# » Operation of a New Refreshment Kiosk

Home » My activises » O
In Westover Gardens
dashpoard

Bournemouth Borough Council - RFQ 112005 Time remaining

s _

Amended 210372016 163517
Sections  Highiighted In Yellow

Messaging
Dear Suppliers Bournemouth Parks have been able 1o get some of the fit
out work carmied out by the kiosk supphier. Please see the attached .
ocuments for work that wil be completed prior to handover. « Electrical eimadbre gl oo
work; the kiosk will come fitted with lights, a number of sockets and a = -
waler heater. Please see drawing Al 42-15 proposed sockets & proposed
ights scheme. + Plumbing: the staff toflet comes fitted out. Please see Al
42-15 plumbing scheme. - Flooriwall and ceilings; floor will be grey non
Description  SIP POCeiai tes. Wall lning whie laminate panels and the celing
concealed interlocking grid that supports panels made of a thermal
insulation material core enciosed between from two plates of medium
densily fiore (MDF) in white. Please see attached drawing Al 42-15
Rev02 Plans Elevations. Please also find attached the draft Westover
reement for Lease and Lower Central Gardens Lease both of which
are subject to contract. Please aiso note that you shousd allow for up to
20 covers. Kind regards Strategic Procurement Team Boumemouth
Borough Counch

History Version 2 Current

Version 1
Amended
211032016
16:35:17

© Main detaits

d) On the next screen you will see in the bottom right your response history. To continue with the submission of
your response, select ‘Edit’ next to the latest version
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Continuing with a Submission that you had Previously Started but not Submitted

4

ProContract
dues 2
brought to you by "0

Find opportunies My actvies  Mycontracts  Help Youraccount  Logout

My response 1658142 Draft Time remaining

Respond by: 08 Apri 2016 14:00.00

© Adaiona intormation Edit
Supplier reference:
© Temms & conditions - ¥ Accepted Decline

& Lo Coriva Gars

@ Response controls
-

Submission checklist

g
& H
&
@ Tems s constions
Antachments.
-
vest v2 00 paf 1MB

©  How to Submit your Response through Suppiving the

Terms and Condiions | Privacy | Accessibility

e) You will then be taken to the response screen. From here you can edit your response as required.
f) The submission checklist should show everything in green that you need to do. If there is something in red

then you will need to action it.
g) If you are ready to submit your response, press ‘Submit Response’
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4 Continuing with a Submission that you had Previously Started but not Submitted

du% ProContract
=

sourcing solutions. brought to you by -

Home Find opportunities My activities My contracts Help Your account  Logout

Home > My acivities > Supply of Water Bottles » Supply of Water Botlles

| | : Time remaining

| Respond by: 13 November 2015 14:00:00
|

© Adaitional information

Supplier reference:

© Terms & conditior}

Submit response
& Standard Goods
Are you sure you want to submit this response?

—

el m ] y
| - Terms & conditions.

w

©  Pricing Sched

J

@ Atachments
{

View audit history

Terms and Conditions | Privacy | Accessibility

h) You will be asked to confirm that you want to submit your response.
i) Click ‘Submit Response’
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4 Continuing with a Submission that you had Previously Started but not Submitted

Myacivies  Mycontacts el Your account  Logout

s > Supply of Water Botties

Bournemouth Borough Council - RFQ 5135185 Time remaining
Getads 2 20 43 42
S e e

14:00.00
iption:
The Council requires the supply of water in SOOML bottles

—

Puiic attachments can be viewed by all procurers and supplers Involved In this M You have 0 unread messageis)

Title: Supply of Water Sotties Respond by: 13 November 2015
[ Submitted

1k8

ska [

—
© 1y resporses

Swommes 10112015 17.9811

]

,
Rt

i) Your response will then show as ‘Submitted’

k) You will also receive an e-mail from ProContract confirming that your submission has been submitted. If you
have not received a confirmation notification by e-mail of your submission, please contact Due North on 0330
005 0352 to confirm you have submitted your response.

[) If you wish to amend your response after submitting, you can make amendments by selecting ‘l would like to
edit my response’. This will create a second version of your submission. Ensure that you allow plenty of time
before the submission deadline if you choose to edit your submission. You must ensure that your edited
response is submitted before the deadline.

m) If you do not want to edit your submitted response, select ‘Back to Dashboard’
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