
How to submit a response 
(bid) on ProContract 



East Midlands Tender Portal 
 

 https://www.eastmidstenders.org/ 

 This portal is used across the East Midlands to carry out electronic tenders bringing 
buyers and suppliers together making it easier for businesses to grow, develop and 
benefit the local economy 

 You will receive automatic tender notifications - register your details and you'll 
receive alerts when opportunities arise 

 You can view our advertised opportunities if you are a registered supplier, if you 
don't have an account you can register here 

 If you have an account you can continue to login here 

 To be able to bid for Contracts, your organisation will need to register for an 
account 

 TOP TIP - either use a generic email address for notifications i.e. 
Procurement@suppliername.com or have someone responsible for changing the 
users as and when people leave (all notifications will go to this email address) 
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Go to https://www.eastmidstenders.org and click 
on the “Supplier Login”. 
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Login with your username and 
password.   
 
 
 
If you can’t remember either of 
them, click on “Forgotten your 
username or password?” and 
follow the instructions on screen 
to get a prompt or reset your 
details. 
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Click on either 
of the “Find 
opportunities” 
links. 
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All of the opportunities that have been advertised are listed in the 
centre of the screen. You can: 
a) Search by a specific key word or title; or 
b) Filter these down by the Council (buying organisation), dates, 

keywords or region and click “Update”. 
Please note that Welland Procurement supports all opportunities created by Rutland County 
Council, Blaby District Council, Melton Borough Council, Borough Council of Wellingborough 
and East Northamptonshire Council. Please select “Welland Procurement” as the 
“organisation” 
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After you have searched/filtered the opportunities, in order to take part in the 
request for quotation/invitation to tender, click on the name of the opportunity, and 
then click on “Register interest in this opportunity”. Please note registering an 
interest does not equate to submitting a response – you will need to submit a 
response by the stated deadline. 
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Once you have expressed an interest, you will be able to access the tender documentation 
by clicking “here”. 
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You will be able to access the 
all active opportunities that 
you have registered an interest 
in on the Home Page. Under 
“Active”, select the relevant 
organisation from the drop 
down list and click “Go”. 

Click on the name of the opportunity, and then you will be able to view all documents 
and your response (where this has been started). There will be a blue star to indicate 
that this is a new case if you have not yet accessed the documents.  
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Click on “Start” to view the tender 
documents. This may display as “Open” or 
“Edit” if you have accessed this page 
before. Note that you are not committed 
to completing or submitting a tender yet 
and you can return to this page at any 
point. 

The messaging area can also be 
found on this page. Click on “View 
all” to view messages sent to you, 
as well as being able to compose 
and send messages to the buyer. 
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On this page, you can view all tender 
documentation, see the deadline and time 
remaining to submit a response (bid) as 
well as start your response. 
 
Click “Start my response”. 
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To add your response documentation 
to this page click on “Add”. 

You will need to go into “Additional 
information” by clicking on “Edit”, tick the 
confirmation box and click “Save”.  
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To add an attachment, click 
“Add files”, select the 
relevant files from your 
computer and then click 
“Start upload”. 
 
 
Please ensure you adhere 
to any file 
requirements/limitations 
stated within the tender 
documentation. 
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You should now notice that the “Submit 
response” button is available.  
 
Once you are happy your response is 
complete, click “Submit response”. You will 
then receive an email to confirm that your 
submission has been received.  
 
The buyer will not be able to view/consider 
a response if you have not submitted it on 
ProContract. 
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Please see separate “how to” guides for: 
• How to register on ProContract 
• How to find current opportunities on ProContract and register an interest 
• How to amend notification settings 
• How to amend your company details 
• How to add a new “workgroup” and individual to your account 


