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1. Go to the Portal website
2. Select Logon
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3. Enter your user name and password
4. Select Continue
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5. Portal Home page is displayed
6. In the Activities, select Recently Added
7. The tender should be shown in the list of activities
8. Click on the tender title (blue underlined writing)
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9. Tender activity page is displayed
10. Click on the tender title in the 2nd box displayed. 
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11. Invitation to Tender screen is displayed
12. Select Start My Response to upload and submit the tender documents.
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13. Select Continue
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14. Suppliers can enter their own references. These fields are optional.
15. Select Continue
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16. Attachments can be added by selecting the Add Attachment button
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17. Select Add File
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18. Select the completed tender documents from your local drive
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19. Select Start Upload
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20. Uploaded document is displayed.
21. Once all attachments have been uploaded, select Continue
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22. Select Accept
23. Select Finish
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24. Select Submit Response
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25. Select Submit Response
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The Council is seeking service providers to supply home to school transport requirements in
the following Zones:

~Lot 1 — Free Schools: Serving Heyford Park Free School, Heyford Park Primary School and
Tyndale School. Contract Start date: 1st September 2016. Contract End date: 31st August
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2018,

The number of seats required is defined against each route specification. Tenderers will
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Response reference: 2037932
Welcome to the ITT response wizard
‘The wizard will 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 to 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 o not receive the confirmation email please contact support
s you cannot be guaranteed that your response has been received
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The Council is seeking service providers to supply home to school transport requirements in
the following Zones:

~Lot 1 — Free Schools: Serving Heyford Park Free School, Heyford Park Primary School and
Tyndale School. Contract Start date: 1st September 2016. Contract End date: 31st August
2017

~Lot 2~ Zones 1, 2 and 5. Contract Start date: 1st September 2016. Contract End date: 31st
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2018,
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Welcome to the South East Business Portal (SEBP)

“This portal is used to bring buyers and suppliers together electronically making it

easier to communicate business opportunities for the benefit of our local economies.

‘The Local Authorities listed use the South East Business Portal to advertise
forthcoming contract opportunities and as a register of awarded contracts.

lust click on the “Opportunities” or “Contracts Register” tab to;

* Register your interest and download tender documentation
« search for current live contracts awarded by listed authorities

Suppliers — Register Free Now!
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Suppliers - If you are not currently registered on the ProContract procurement portal, you can
complete a simple registration process by clicking the following link -

Migrated from ProContract Version 27

Ifyou are currently registered with a ProContract Veersion 2 procurement portal and the procurement
portal has migrated to Version 3 your details have been automatically transferred, however for security
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still need help?

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