Leicestershire County Council
Guide to submitting tenders via the e-tendering portal
25th February 2016
The e-tendering portal can be accessed via the following link;

https://procontract.due-north.com/SupplierPreLoginHome/
Step One - Registration / login

· First time users of the Portal must register on the website

· If already registered you must login to the site

Step 2 - Find the opportunity

· East Mids tenders Homepage – View opportunities
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Supplier Homepage - Find opportunities 
[image: image3.png]ge 7 htps//ufe.due-notthcom/register 9 ac] @ govuk  Supplerpre x o 55 &
Fie it View Fovore Took Help
& B)Ellaunch pad 5] CI - Corporatenformati..  East Midlands Procureme... &) EM Lawshare- Login &) Login @) B Login [ Procurement poicy nots... [ Publications - GOV {5) Web Sice Gallery + Bv B v O @ v Puger Ssfeyr Todsw @

ProContract

dues 2
brought to you by nortie

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 introduction of
ProContract Version 3. ‘Forgotten your usemame or password?

Ifyou 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 follow the instructions below:

Contracts reaister >
Migrated user instructions
Help >
~ Current opportunities / Eind opportunities
‘Shown below is a list of the latest current opportunities
Opportunities Recently added
Buyer  ~ Title < Startdate Enddate © Estimated value
Bath and
NohEast 5 . 18/02/2016  25/02/2016
st trining project 18th fe 2o -00:
o eae' fest training project 18th feb S0 o NA
‘Counal
Bath and
North East  Test Project: Name of goods 19/02/2016  26/02/2016
Somerset  cervce 123200 12:00:00
‘Counal
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‘Counal
Blackpool 08/02/2016  26/02/2016
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Annual Maintenance & Servicing of
Bofonat  Conmun Goler Pantindudng  20/0L/2015  28/03/2016 0
Home Responsive Repair Call Out Service 00:00:00 O
within the Bolton Area %
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Under Narrow your results: Portals – select EastMids Tenders and Update
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Title Supplier Response
Categories 85000000-9 - Health and social work services

New to ProContract?
Ifyou are not currently registered on the
ProContract procurement portal, you can

Description Text
Region(s) of supply EAST MIDLANDS (ENGLAND)

Estimated value NIA complete a simple registration process by clicking
Keywords Key word the following link - Register free
Contact details
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Estimated contract dates Buyer Leicestershire County Council
Contact Amold Lupunga
Start date 03/04/2016 End date 03052016

Email amold lupunga@leics gov.uk
Telephone 0116 3055856
Address County Hall
Leicester
Leicestershire
LE38RA
United Kingdom
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Under Narrow your results: Organisations– select Leicestershire County Council and Update
Under Opportunities select Cadaver Transportation by clicking on the blue hyperlink
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Step 3 - Registering an interest in the opportunity

If not logged in click on Login and Register interest in this opportunity
If logged in click on Register interest in this opportunity
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@ oetis 2 Additional information 3 Attachments

Response reference: 105864709
Welcome to the RFQ response wizard
‘The wizard wil 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 o 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.
Once all the steps have been completed and all mandatory response criteria have been met, you will be asked if you wish to submit your response.

Ifyou 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
s you cannot be guaranteed that your response has been received

Reset Cancel

‘erms and Conditions | Privacy | Accessibilty
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Step 4 - Accessing the application documents
Click on My activities located on the blue toolbar

Under Narrow your results select Leicestershire County Council and Update
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Select the contract opportuntity you want to respond to by clicking on the blue hyperlink


Under Events: Supplier Response: Not Started click on Start 


Download the application documents by clicking on the blue hyperlink



Step 5 – Submitting a response

Complete your application offline.
When ready to upload your completed application click on “Start my response”


Enter your own reference and click Continue

Click on Add Attachment


Click on Add Attachment and attach your completed application
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Once the application document is attached click on Submit Response
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When your application has been submitted the word Submitted will appear on the right-hand side on the screen



If you have questions or require assistance with this process please contact either;

Caroline Dickens 
Commercial Specialist (Public Health) 

Commissioning Support Unit
Corporate Resources- Leicestershire County Council 
Tel:  0116 305 5855 

Email: caroline.dickens@leics.gov.uk
Sophie Alice Bower-Scott

Trainee Commissioning Officer

Commissioning Support Unit

Corporate Resources- Leicestershire County Council

Tel: 0116 305 2048

Email: Sophie.Bower-Scott@leics.gov.uk
1

