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Supplier Registration, Accessing and Applying for Opportunities via ‘the Chest’ portal
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Setting up as a ‘New’ Supplier or Registering on the Chest system 
1 – Navigate to the homepage of The Chest, www.the-chest.org.uk, and select the ‘Register Free’ option as shown below.
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2 - This will bring you to the ‘Supplier Pre-Login’ page, in the ‘New to Portal’ box select ‘Register’.
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3 – You will then be brought to the Registration pages. There are now five steps to complete; complete each step with the necessary information as requested. The first step describes the process of registering as a supplier on The Chest Portal. Once you have read the description select ‘Continue’
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4 – This will then bring you to step 2 of the registration process: ‘Contact info’. In this section you are required to complete your contact details, your username will be generated following completion of stage (by default this will be your email address, however, you will able to change this later should you wish to do so).  You will also be prompted to enter a password of your choice. It is recommended that you keep your own record of these details. Once you are happy with the information you have submitted select ‘Continue’ as shown in the screenshot below.
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5 – The next section is called ‘Company Info’. It is suggested that you fill in as much of your company’s information as possible and then select continue.
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6 – The next section will bring you to the Chest Terms & Conditions or ‘T&Cs’ of the portal. Once you have carefully read the terms and conditions and the privacy policy you will need to select the tick box ‘you must agree to all conditions to continue’ and then select the green ‘Continue’ button as shown in the screenshot below.
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7 - The final stage will be a summary of all the information you have entered. It is recommended that you have a final check of your details before you submit your registration. Once you are satisfied that the information required is as complete as possible select ‘Submit Registration’.
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8 – You will receive an acknowledgment message to confirm your registration details and the email address entered will be informed of the outcome. Then select ‘continue’ to complete the submission process. 
You will receive an email to confirm that your application has been received and you will be provided an application reference number, this can be used to track the progress of your application. Please note the notification of the outcome may take 24 hours.
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Example supplier registration email:
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9 - Once your application has been accepted an email will be sent from ‘ProContract’ to confirm this as shown below.  Copy and paste the link www.the-chest.org.uk (select ‘Suppliers’ Area’) or use the link below into the address bar on your internet browser e.g. Internet Explorer, Google Chrome, Firefox etc. and select the green ‘Login’ button towards the top right of the screen.
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10 - Log onto ‘The Chest’ system using your username and password and select ‘Continue’
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11 – In this section “First time log in”, you will be asked to check that your company details are correct, if there are any changes to be made in the company details section you will be able to make the changes here. 
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12 – The next section concerns ‘Keywords’ for opportunities that you may be interested in, you can type up to 6 keywords which relates to the nature of your business. These keywords will then be used to notify you for the different types of opportunities/tenders advertised which may be of interest to you and your company. To complete the Keywords, initially click on “add new row” then type in your own keywords (as relative to your business) and click on the ‘Select’ tick box next to it to make a selection.
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13 - The next section is ‘Workgroups” this will help the correct area of your organisation to be notified via email of the relevant different opportunities/tenders advertised which may be of interest to you and your company.  Click on “Edit” within the “ProClass Categories box” and select which category applies for your business.  

Please note you are not required to complete UNSPSC, NHS eClass and CPV categories 

Click on “Edit” within the “Region” box to select the geographical area in order to receive email alerts for opportunities/tenders within that regional area. For example you may only be interested in tenders located in the North West, or Greater Manchester/Cheshire etc.
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14 – Next you will need to select the classification and type of organisation your company is and also provide your “Voluntary Community Sector (VCS) Registration number” if applicable and type in the current number of employees that your company has.
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15 – Next, you can choose to receive email notifications from The Chest. We highly recommend that this is selected as “Yes”.
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16 - The next section will bring you to another ‘T&Cs’ declaration. Once you have carefully read the terms and conditions and the privacy policy you will need to select the tick box ‘you must agree to all conditions to continue’ in order to use the portal and then select ‘Update account and login’ as shown in the screenshot below.
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Once you have clicked on “Update account and login” you will then be returned back to the main log in screen.
Accessing and Applying For Opportunities
Step 1 – Once you have logged on To The Chest you will be brought to the ‘Home page’ as shown below. To search for current opportunities choose ‘Find Opportunities’ as indicated.
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Step 2 – On the left hand side under the ‘Organisations’ drop-down menu in the ‘Portals’ box select ‘The Chest’ and then select ‘Update’


Step 3 - Next, under the ‘Organisations’ tab select e.g. ‘Cheshire East Council’, then click on ‘Update’



Step 4 - This will bring through details for opportunities for Cheshire East Council. Click on the blue Title Link as indicated below to see further information. 
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Step 5 – You will then be able to view the opportunity under the ‘Main Contract Details’, which provides you with a summary about the opportunity advertised. If you wish to apply or receive further information, go to the right hand side of the screen and select ‘Register interest in this opportunity’. The same area will now show confirmation of your registered ‘Expression of Interest’.
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Step 6 – An email will then be sent to the email address provided at Supplier Registration stage, confirming that your interest in the opportunity as advertised has been successful:





Step 7 – A further e-mail will also be sent which will provide a link ‘Supplier Home’ which will direct you to your homepage (if already logged on to The Chest, if not you will be asked to log into the portal)




Step 8 – This will then bring you to your supplier/login homepage. To navigate to the opportunity select ‘My activities’ similar to the example shown below.
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Step 9 - On the left hand side of the ‘My Activities Page’ click the tick the box under buyer and then select ‘Update’ as shown below.
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Step 10 – Find the opportunity which you have expressed an interest in and it should be listed on the screen below
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Step 11 - This will then bring you to the following Activity page . Select ‘Open’ as shown below to begin to view further information.
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Step 12 – The following screens will show the tender information and the tender documents terms and conditions for suppliers to download on to your computer, complete and save. The tender documents will consist of the specification, questionnaire, pricing documents and any other relevant information, whichever is applicable. You will also be able to view the countdown timer on the top right hand side of this page which displays how long you have left to submit your response to the opportunity.






Step 13 - Once you are ready to submit your bid or response navigate to the ‘Response Controls’ section towards the right of the screen and click on ‘Start my response’ as shown.
[image: image17.png]



Step 14 – The supplier ITT or RFQ Response wizard will guide you through each required section enabling a response to be submitted. The first stage is the ‘Details’ section, this provides information on how to submit your application or response. There are now three steps to complete your submission, Step 1 – Additional Information, Step 2 – Attachments and Step 3 – Terms and Conditions. Click on ‘Continue’ to start the response process.
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Step 15 - In the ‘Supplier Reference’ field it is recommended to enter a unique reference name for your tender. This can be any reference you wish to use e.g. FAZILA001, Company name / date etc. Response Information and Additional Comments are not mandatory information but further details can be added to support your response if necessary. Then click on ‘Continue’ to go on to the next stage.




Step 16 – The Attachments stage allows you to add attachments (Application/Tender Submission/Response Documents etc.) Select the ‘Add Attachment’ button as shown
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Step 17 - This will then bring you to the attachments pop up screen. Select ‘Add Files’ as indicated via the Advanced Uploader Tool.
Step 18 – Navigate to your file(s) on your computer, choose the documents you want to attach and click ‘Open’ as shown. You can select more than one file at this point by holding down the Shift button and selecting the required files with your mouse. 
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Step 19 – Once you have chosen all your files that you wish to upload select ‘Start upload’ as indicated below.

Step 20 - The files are now uploaded and should be displayed on the Create response screen as shown below. If you have selected an attachment by accident and want to delete it you can do this by clicking on the red circular ‘X’ button and then clicking on OK when prompted to confirm deletion of the attachment. If you then need to attach further documents click on the Add Attachment(s) button and follow the process as per Step 16-18. Once you have finished uploading attachments, click on the green ‘Continue’ button. 
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(If you have any issues uploading the documents via the Advanced Uploader Tool select the basic file uploader using the link as shown below) – NOTE: this requires files to be added individually, multiple files cannot be added at one time when using the basic file uploader.


Step 21 – The final stage of the submission process is the Terms & Conditions. In the link ‘Please see Tender Documents for T’s & C’s’ it will show the Terms and Conditions for the  Council that must be met in order to to be viable for this tender process. Click on ‘Accept’ and then ‘Finish’ to accept these.  If you decline the Terms & Conditions your submission may be rejected.  It is recommended that if you have any queries regarding the Terms & Conditions that you ask a clarification question or message on this to the named contact prior to the submission deadline.
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Step 22 - You will then be bought back to the ‘My response’ page, which will show a summary note this is still in a Draft format. The system will provide you with an Application Response Number as shown below. Should you wish to edit any of the Steps (Tender Information, Attachments, Terms and Conditions) you can do so by selecting ‘Open Response Wizard’ on the right hand side under the Response Controls box and work through the steps detailed above




Step 23 – You are now ready to submit your tender application. It is recommended that you have a final check of the tender documents before they are submitted. Once you are ready to submit, click on ‘Submit Response’.  It is critical that you do not forget to complete this final step and click on the Submit Response button, otherwise the Council will not receive your submission.


Step 24 – The system will ask you to confirm if you are sure you want to submit your response. If you are happy to proceed click on ‘Submit Response’ as shown otherwise click on Cancel.


Your tender application or bid is now submitted as shown below, please contact ProActis if you do not see a screen such as the one shown below.



Step 25 - You will also recieve an e-mail to the address you provided to confirm the submission of the application form





Step 26 - Please note if you wish to ‘edit your response’ in any way and the tender deadline date and time has not passed then this is possible. To edit your response select ‘I would like to edit my response’, under the ‘Response Controls’ section select ‘Open Response Wizard’ and follow steps 13-23 as detailed above.  As stated above, please ensure that you complete the ‘Submit Response’ step and do not leave a response that you wish to submit in ‘Draft’ 


Posting Questions regarding Opportunity/Tender
i - Should you wish to ask any questions regarding the opportunity that you wish to apply for, you can do so via the Messaging Tool. The Chest messaging area can be accessed in two ways (see the screenshots below).  Select ‘View Messages’ 
Screenshot 1
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Screenshot 2



Step ii - This will then bring you to your messages inbox page. Here you will be able to view any existing messages that other potential suppliers may have asked and you also have access to create or ask your own message which will be sent to the Procurement Team. To create a new message (or ask a question), select the ‘Create new message’ button.
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iii - You will then need to add a message subject title, you will also be able to add any attachments as necessary and create your message/question as shown below. Once you have entered all the information click on ‘Send message’
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You will be prompted to confirm whether or not you wish to send your message. Select the ‘Yes, I am Sure’ button.

iv - You will be brought back to the message inbox to await a response. Once a response to your question has been submitted, you will receive an email notification to confirm this. Here you will then be able to see whether your message has been made public or private – this will be decided by the Procurement Team as the response may be applicable for other interested suppliers.  We would encourage you to ask questions on anything that you are unsure of, because if something is unclear to you, others are probably in the same boat.
Edit your Company details

Should you wish to edit any of your ‘Company details e.g. if personnel or email addresses change, navigate to the Homepage. Here you will find the ‘Company details summary’ tool box. 

Select ‘Edit’ as shown:






This will then bring you to your ‘Company profile’ page (Screenshot 1) where you can edit or change any of the following details.

1. Company Information
2. Description
3. Workgroups

4. Contacts
5. All Addresses

Screenshot 1


1. Company Information

In this Section you will are able to change your ‘Company Information’

To do this, select ‘Edit’ as shown below.
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Add the information you require and select ‘Update Company details’ as shown in the screenshot below.


2. Description
In this section you will be able to add/delete the description of your company. This will be useful as the description you enter can help notify you of opportunities/tenders you may be interested in.
To edit your company description select ‘Edit’ as shown below
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Include as much information as possible which best describes your company in order to be notfied for the type of opportunities/tenders you may be looking for


Once you are happy with all the information you have applied select ‘Update description’ as shown in the screenshot below.
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3. Workgroups
In this section you can add new Workgroups or edit current workgroups which are on your account. This is useful if more than one department wishes to be notified for different opportunities/tenders. 
To add a new Workgroup click on ‘Add a new workgroup’
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Provide a suitable name for your workgroup, per the example below and select ‘continue’
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CPV and Proclass categories need to be selected for this workgroup to ensure you receive notifications about tenders/opportunities you may be interested in. 
Please note USNSPSC and NHS eClass are not used by the Authority. 
Click on ‘Select CPV Categories’ 
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Choose the appropriate category(ies) that will be of interest to your organisation and click on ‘Select Categories’ as detailed above.
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Click on ‘Select ProClass Categories’ and choose the appropriate category that will be of interest to your organisation and then click on ‘Select Categories’
[image: image33.png]Create a new workgroup
V' Name Q Areas of interest 3 Confirmation
We require all this information to create your workgroup unless marked as (optional)

Categories
Have opportuni

following categories automatically emailed to you

UNSPSC
No categories currently selected
Select UNSPSC categories

NHS eClass
No categories currently selected
Select NHS eClass categories

cpv

No categories currently selected
Select CPV categories

ProClass

No categories currently selected
Select ProClass categories

Regions
Limit opportunities you are emailed about to areas you supply

All Regions

Edit regions

Cancel





The region(s) previously selected may similarly be changed by clicking on ‘Edit Regions’ to ensure that you are alerted to opportunities for the geographical area you are interested in supplying to.

Once all the required changes have been made then click on ‘Continue’.

The system will now show you a summary of the details that you have entered. Click on ‘Create Workgroup’ to confirm creation of the Workgroup. Should you require to change any of the information in the previous steps please click on the appropriate step circled below.
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The new workgroup will now be included as part of your workgroups list.

4. Contacts
In this section you can add a new contact on to your account. This is useful as more than one person will be able to pick up the notifications for different opportunities/tenders. 

This can be done by clicking ‘Add a new contact’ as shown:
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Complete the details required including a suggested username and then select ‘Continue’


Select the address to link to the user and click on ‘Continue’. If you wish to add a new address click on ‘Add a New Address and follow the appropriate steps.
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Select the appropriate Workgroup and the Access rights (optional) for the new user/contact. Please note the access rights displayed below are created by Due North. If you require further information about the definition of these please contact Due North.
Then Click on ‘Continue’
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The next screen this will now show you a summary of the details that you have entered. Click on ‘Create User’ to confirm creation of Contact Details. Should you require to change any of the information in the previous steps please click on the appropriate step circled below
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This will display the details of the new user created. The user will also receive email from Due North to confirm that an account has been created under your organisation with username and password details.
5. All addresses
In this section you can add more than one company address; this is useful if you have more than one address for your organisation.
Select ‘ Add a new address’
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Fill in the required information and select ‘Create Address’.
Editing Your Account Details

Should you wish to edit your Personal Account details, once logged in, navigate to the Home page and select ‘Your account’
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This will then bring you to the ‘User details’ page (Screenshot 1) which you will be able to change any of the following details; 

1. Log in Details

2. Amend Contact Details

3. Choose Workgroups

4. Choose Access Rights

5. Communication Preferences
Click ‘Edit’ as required and follow the instructions provided on screen.
Accessing Previous Applications

Log in and Navigate to the Home Page. Under the ‘Activities’ section, click on the drop down arrow and select the relevant Council e.g. “Cheshire East Council” as similar to below and then click “Go”




The ‘Activities’ section will then show you a list of Tenders you have previously submitted Documents for. Select the title of the Tender you wish to access your previous Documents:
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This will then navigate you to the ‘Activity’ page of the particular Tender you have chosen. Under the ‘Events Box’ in the second section ‘Submitted’ select “Open”
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The next page you will be taken to will show the Documents that you previously attached for this particular Tender. Under the ‘My responses’ box select “Version 1” etc. as shown below
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The system will then go to ‘My response’ page. Under the ‘Attachments’ section choose the Documents you want to view/save by clicking on the file name and save them on your own desktop in order to access and make the required changes.
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For any further assistance, please contact the Chest support team on 0330 005 0352 or email 
ProcontractSuppliers@proactis.com issues can also be logged on: http://proactis.kayako.com/default
For procurement advice please contact procurement@cheshireeast.gov.uk , 01270 686440, or refer to:
http://www.cheshireeast.gov.uk/business/procurement/doing_business/doing_business.aspx
Cheshire East Council
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