Due North has migrated The Chest on to a new system as of the 23" of November.

When you use the new version for the first time, you will be required to set a new password and create a memorable word, by following the
instructions below.

Setting a new password

1. Access the new portal via https://procontract.due-north.com (please note, old bookmarks will redirect however we recommend new one'’s are
created)

2. As part of the upgrade process, you will be required to set a new password.

3. Click the “Forgotten your Username or Password?” link.

4. Enter your Username and email address and then click "Reset Password”. You may also use the link provided below.
Note: Please note your Username is not your email address

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

Note: If you have forgotten your username, please click the “Forgotten your username” link.

If you have forgotten your username, please click the “link.
1. You will then receive an email to confirm your reset password request.

2. Please click on the link contained within the email

3. Enter your new password and click Reset Password - your new password requires at least one upper and lower case letter and one
special character, e.g. #*£$

Note: Should you not receive the email, please check your spam and junk folders.
First Time login
1. For additional security, you will be required to set and remember a memorable word.

2. When you first login to the system please enter a memorable word and a hint to assist you in remembering this word
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Login Welcome to ProContract

User Name Already registered?

- Simply enter your chosen usemname and password and click ‘Continue’
Supplier_nw_250

Password Migrated from ProContract Version 27

el 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
EiTooiEn Vol isaiiie B S and account validaticn you will be reguired to reset your password by fellowing the instructions

outlined in the following fink - First time login following migration
e

Still need help?

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

Terms and Conditions | Privacy | Accessibility

Enter your username and password into the two boxes on the screen.

(If you have just registered — or logging onto the new version of the site (after 23/11/2015) — you will be asked to update your details, including adding a
memorable word — which will be part of the logging in process)
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Memorable Information
Please enter characters 1, 2 and 5 from your memorable information then click on the Log in button.
We will never ask for you for your FULL memorable information.

This login step improves security

racter 1 Character2 Character5

Get a hint regarding vour memorable information?

Terms and Conditions | Privacy | Accessibility

Add the characters from your memorable word, then click “LOG IN”
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Home Find opportunities My activities My contracts Your account  Logout
Home All opportunities E‘ E
Home page

« Activities View full screen ~ Company details summary #Edt

Active activities  Archived activities  Last viewed activities supplier_nw_250 company

supplier_nw_250 Line 1, Line 2, Town,

All buyers [+] E E Northumberland, NE23 1LZ
Buyer Current event Event deadline » Description
St Helens supplier_nw_250 company
Council This area will show the %77 K
Council opportunities you have i =
Stg,'uHr?'(ﬁm ) ) 3/09/2015 1
Sisens expressed an interestin. - Vendor profile ‘
= mm 3/09/2015 . Edi
Stens: e e e St " = The foilowing aspecis of your vendor profile are
incomplete or responses given have expired and need
10 be reviewed
~ Opportunities / Eind opportunities | e —,

Below is a list of suggested opportunities based upon your workgroup category S
selections. If you are interested in other opportunities outside of your chosen profile sehechon ~ Workgroups
you can use the opportunity search by clicking on the "Find opportunities” link above

Suggested Opportunities Activilies are assigned fo workgroups allowing all
contacts within a workgroup to work on the activities
Buyer Start date End date ~ Estimated value together
. . Gloucestershire Cou 12112015 10/11/2016 : L i
This area will show the T T e e ™ it o 250 uorcros (1)
Weymouth & Portland 05/11/2015 s )
Borough Gouncil 09:45:00 09:45:00 Y _
most recent South Gloucestershire 12/11/2015 17/11/2015 i i
opportunities based on 4 winens 2z '
; ; . 10/11/2015 25/13/2015
Leiestar Y Douncd 12:31:00 12:00:00 WA
H a 17/11/2015 17/11/2015
your user profile Gateshead Councl s ikl £5,000,000.00

This is your dashboard or home screen.

You can see any opportunities that you have expressed an interest in the “Activities” section.
The “Opportunities” section shows opportunities you may be interested in, based in the categories and regions you have chosen in your profile.

To search - click on “Find Opportunities”
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Home Find opportunities My aciivities My contracts Help Youraccount  Logout

Home » Find Opportunities Al data [=] Go

Opportunities

Narrow your results Opportunities

Buyer Expression Start Expression End Estimated Value

Islington 031272011 31/07/2017 NA
There 306 0 catomtings pelectid NEPO 13/11/2015 20/11/2015 NA

(B8 Add new category
£5P0 22/05/2015 31/01/2016 Na

~ Regions

==2] 30/04/2015 311272015 A
Thera a0 regions seletied Wirrzl Barough Councl 25/04/2013 01/09/2016 N/A
a Halton Borough Councl 224072015 06/12/2015 NA
ABANDONED CP1016-14 Bovey to Newton Abbat Path - Stover Cana Dewvon County Councl 21/05/2014 20/09/2019 NJA
Advert Test Derbyshire County Council 03/11/2015 03/12/2015 A
- Eab Amey Demo Buckinghamshire Courty Council 23/10/2015 231072017 NA
Annual Mai e & Sen nmunal Boiler Plant including Responsive Repair Call Out Servic hin the Bolton Area Bolton at Home 20/01/2015 28/03/2016 N/A

Start date End date

12345..13 Nedt>

«

Published date
Start date End date

o J o]

Terms and Conditions | Privacy | Accessibility

You can access all opportunites across the different portals hosted by Due North.

For St.Helens — the portal we use is The Chest.

Click the drop down for portals to select the one you are intersted in.
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Find opportunities My activities My contracts Help Youraccount  Logout

Home » Find Opportunities All data [=] Go

Opportunities
Narrow your results Opportunities

~ Portals

All [=]:
A . " -

Advantage SW Buyer Expression Start Expression End Estimated Value
Aston University Procurement Portal - phcuital Pt Enpkivinent Se
1 Bank of England

Comwall County Council Procurement Portal
[ EastMidsTenders
Housing Procurement
R Hull and East Yorkshire Hospitals NHS Trust Procurement Portal
JILGSS
[
H

Islington 03/12/2011 31/07/2017 N/A

NEPO Te

Framework NEPO 13/11/2015 20/11/2015 N/A
£5P0 22/05/2015 31/01/2016 N/A
£5P0 30/04/2015 31/12/2015 N/A
Wirral Borough Coundi 25/04/2013 01/09/2016 N/A

ve Vehicle Hire

London Tenders
LP Portal
NCG Cgrporanon Halton Borough Council 22/07/2015 06/12/2015 NA

wton Abbot Path - Stover Canal Devon County Coundil 21/05/2014 20/09/2019 N/A

0
NHS Dorset Clinical Commissiong Group
NHS Portal pst Derbyshire County Council 03/11/2015 03/12{2015 N/&
Norse Group Limited S 7 g ’ g
~ ENorth Cumbria University Hospitals NHS Trust ma DPS test Buckinghamshire County Council 23/10/2015 23/10/2017 /A
Northumbria Healthcare NHS Foundation Trust
SNPL Procurement Portal
Portal1
Royal College of Physicians Portal 5 .13 Next>
South East Business Portal
Spirit Pub Company
-9 Supply Great Yarmouth

q Susilfwg the South West

ice & S

nmunal Boiler Plant induding sive Repair Call Out Servic

the Bolton Area Bolton at Home 20/01/2015 28/03/2016 N/A

S

Terms and Conditions | Privacy | Accessibilily

To access the opportunities for St.Helens (and other authorities in the North West region) — choose “The Chest” from the drop down, then click “update” to
refresh the opportunities list on the right side.
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Find opportunities My activities My contracts Help Youraccount Logout

Home » Find Opportunities All data [=] Go

Opportunities - Search results

Narrow your results Opportunities
~ Portals
The Chest [=]
Buyer Expression Start Expression End Estimated Value
~ Categories
R St Helens Councl 17/11/2015 241112015 NiA
':1 ““ 8 cagones selicled em and the supply of LED Lantern Conversion Bolton Council 18/09/2014 01/12/2015 NiA
Ed Add new category
Tameside Metropaitan Barough Coundil 09/11/2015 BRI £500,000.00
~ Regions
- Bolton at Home 13/10/2014 /122015 N/A
Wi e ¥ ot selnciod Trafford Councl 28/07/2015 07/12/2015 NA

[E8 Add new region

¢

Keywords 12 34 <Prev

¢

Expression date

Start date End date

¢

Published date
Start date End date

Terms and Conditions | Privacy | Accessibility

Opportunites are listed alphabetically. You may need to scroll through in order to find the opportunity you are interested in.

Once you have found it — click on the name.
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Home Find opportunities My aclivities My contracts Help Your account  Logout

Home » Find opportunities » TEST TENDER PROCESS
TEST TENDER PROCESS Return to find opporiunities

Main contract details Expression of interest window

Opportunity Id DN5997438
Tide TEST TENDER PROCESS
Categories 280000 - Legal Services.
300000 - Mail Services

380000 - Staanery Contact details
Description TEST TENDER PROCESS

From 17/11/2015 09:25 to 24/11/2015 0925

Buyer StHelens Council

No tender documents will be sent to you — you need to download the Contact Rachel McGreal
documents from the Chest website Email rachelmegreal@sthelens.gov.uk

Telephone 00 - Questicns via portal please
If you have any questions regarding this epportunity — please post Fax 00 - Questions via portal please L
them on the “discussions” facility on the Chest. Messages sent Address St Helens Town Hall
outside of the Chest will not be responde...T BE SENT THROUGH StHelens
THE CHEST. Submissions sent via any other method will not be Merseyside
accepted. WA10 1HP

United Kingdom

Please ensure that you leave enough time to upload your documents
befare the closing datetime, as late submissions may not be Attachments
accepted

No attachments

The deadline for submissions is: 26th November 2015 at Spm
More..
Region(s) of supply NORTH WEST (ENGLAND)
Estimated value N/A
Keywords Pens, Paper

Key dates

Estimated contract dates
Start date 20/112/2015 End date 20/12/2017

This screen details the opportunity.
The expression of interset window will state when it is “open” — you will need to ‘register interest in this opportunity’ to access the tender documents.

Click on the large green button at the top right to do this.
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Fir 1 opportunities My activities My contracts Help
:\rhmmes , TEST TENDER PROCESS

TEST TENDER PROCESS

Main contract details

Opportunity ld
Title
Categories

Description

Region(s) of supply
Estimated value
Keywords

Key dates

DNE997438

TEST TENDER PROCESS
280000 - Legal Services
300000 - Mai Services
340000 - Stationery

TEST TENDER PROCESS

Ne tender documents will be sent te you — you need to download the
documents from the Chest website

If you have any questions regarding this opportunity — please post
them on the “discussions” facility on the Chest. Messages sent
outside of the Chest will not be responde.. T BE SENT THROUGH
THE CHEST. Submnissions sent via any other methed will not be
accepied

Please ensure that you leave enough time to uplead your documents
before the closing dateftime. as late submissions may not be
accepted

The deadline for submissions is: 26th November 2015 at Spm
Mare..

NORTH WEST (ENGLAND)

N/&

Pens, Paper

Estimated contract dates

Start date

2011212015 End date 20/12/2017

Your account  Logout

Return to find opportunities

Expression of interest registered

Date
Waorkgroup

17111/2015 09:54:12
supplier_nw_250 workgroup

Expression of interest window

From 17/11/2015 09:25 to 241172015 09:25

Contact details

Buyer
Contact
Email
Telephone
Fax
Address

Attachments

No attachments

St Helens Council
Rachel McGreal
rachelme:

greal@sthelens gov.uk
00 - Questions via portal please
00 - Questions wvia portal please
St Helens Town Hall

StHelens

Merseyside

WA10 1HP

United Kingdom

Once you have expressed an interest — the screen will refresh to show the date and time this was done.

Click on ‘Home’ to return to your dashboard.

m
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Find opportunities My activities My contracts Help Your account  Logout
Home All opportunities ] [ G |
Home page
~ Activities View full screen « Company details summary #Edit
Active activities  Archived activities  Last viewed activities syl e 300 sempeny
supplier_nw._250 Line 1, Line 2, Town,
All buyers = B 8 Northumoeriand, NE23 1LZ
A Description

supplier_nw_250 company

Keywords
~ Vendor profile |
Edgit v 1% compiete
w St: 2 il & ymisly S gunwes  TEST TENDER PROCESS 26/11/2015 73
The following aspects of your vendor profile are
incomplete of responses given have expired and need
1o be reviewed:
- Opportunities //Find opportunities B crcor ot samoe

Below is a list of suggested cpportunities based upon your workgroup category and regicn
selections. If you are interested in other opportunities outside of your chosen profile selection « Waorkgroups
you can use the epportunity search by clicking on the "Find opportunities” link above.

Suggested Opportunities Activities are assigned 1o workgroups allowing all
contacts within 2 workaroup 1o work on the activities
Buyer Title ~ Start date End date - Estimated value together
Gloucestershire County 0 12/11/2015 0AYwE i 250 wstaroep {0
Goungil 11:18:00 11:18:00 .
ith & Portland 05/11/2015 31f12/2015 A - _
Borough Coundil 09:45:00 09:45:00 y
South Gloucestershire 12/11/2015 17/11/2015 WA
Goundil 13:39:00 13:39:00 y
z ; 10/11/2015 25/11/2015
Lty Ol ool 12:31:00 12:00:00 Nk
17/11/2015 17/13/2015
Gateshead Council 00:30:00 10:00:00 £5,000,000.00

On your dashboard — you will now see the opportunity you have expressed an interest in within the “activities” section. The blue star indicates it is a new
activity.

To access the tender documents - click on the name of the opportunity.
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Home Find opportunities My activities My contracts Help Your account  Logout

Home » TEST TENDER PROCESS

Activity : TEST TENDER PROCESS < Back to home page
Archive this activity
Events

Messaging

TEST TENDER PROCESS

You have 0 unread message(s)
View messages

Activity type: mr
Reference: 5137319
Respond by: 26 November 2015 at 17.00 Audit history

Response status: Not started

View audit history

Terms and Conditic Privacy | Accessibility

To access the documents — click on “start”



2 Notifications

Home Find opportunities My aclivities My contracts Help Your account  Logout

Home » TEST TENDER PROCESS » TEST TENDER PROCESS

=Back to dashboard

Time remaining

TR T i This area shows the time
L2 42| el
. Title: TEST TENDER PROCESS Respond by: 26 November 2015
This area shows an i 17:00:00
B TEST TENDER PROCESS
overview of the [— .
. No tender documents will be sent 10 you — you need to download the documents from the - ThIS area Sho ws any

Opportunlty Chest website xou have OTJnreac message(s) messages

If you have any questions regarding this opportunity — please post them on the “discussions”
facility on the Chest. Messages sent outside of the Chest will not be responded to. Deadline
for questions is: 24th November 2015, 12 noon.

i

ALL SUBMISSIONS MUST BE SENT THROUGH THE CHEST. Submissions sent via any 5 o This section will help you
other method will not be accepted

Please ensure that you leave enough time to upload your documents before the closing
dateftime, as late submissions may not be accepted.

respond to the opportunity.

You have net yet started your response.

The deadline for submissions is: 26ih November 2015 at Spm

°Aﬂal:hmems
This area holds the tender documents,

clicking the link allows you to

This area will show a log of

Public attachments can be viewed by all procurers and suppliers involved in this rx

_— responses if submitted.

ITT - TEST TENDER PROCESS.doc

download them to your PC.

© Terms & conditions
Terms and Conditions of the

& Standard T&Cs of Supoly

contract are attached here.

ions | Privacy | Accessibility

This screen is the ‘dashboard’ for the tender.

Any tender documents will be listed under the ‘attachments’ section. Click on the name of each document to save to your computer, or open and view.

The screen also shows the time left until the deadline, if there are any messages to read, and sections that allow you to manage your submission.



Submitting a response:

ProContract

nort

brought to you by

Home Find opportunities My activities My contracts Help Your account  Logout

Home » TEST TENDER PROCESS » TEST TENDER PROCESS
=Back to dashboard

Time remaining

St.Helens Council - ITT 5137319
e 7 3 36
© iain det s Mo M S
Title: TEST TENDER PROCESS Respond by: 26 November 2015
Description: e
TEST TENDER PROCESS
Messaging

No tender documents will be sent to you — you need to downioad the documents from the
Chest website You have 0 unread message(s).

View messages

ITyou have any questions regarding this opportunity — please post them on the “discussions”
facility on the Chest. Messages sent outside of the Chest will not be responded 1. Deadline
for gquestions is: 24th November 2015, 12 noon.

° Response conirols

ALL SUBMISSIONS MUST BE SENT THROUGH THE CHEST. Submissions sent via any
other method will not be accepted.

Please ensure that you leave enough time o upload your documenis before the closing
date/time, as late submissions may not be accepted

The deadline for submissions is: 26th November 2015 at Spm

You have not yet started your response.

@ Attachments

Public attachments can be viewed by all procurers and suppliers involved in this rix

T - TEST PROCESS.doc 21KB
° Terms & conditions
& Standard T&Cs of Supoly

Tems and Conditions | Privacy | Accessibility

From your dashboard — click on the green button to ‘Start my response’
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Home Find opportunities My activities My contracts Help Youraccount Logout

Home » My activities » TEST TENDER PROCESS » TEST TENDER PROCESS » Create ITT response
Create ITT response
. Details 2 Additional information 3 Attachments 4 Terms & conditions

Response reference: 105862634
Welcome to the [TT response wizard.
The wizard will assist you with the completion of your response

You will be presented with 2 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 o 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 and all criteria have been met, you will be asked if you wish to submit your response

I you 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
as you cannot be guaranteed that your response has been receved

Terms and Conditions | Privacy | Accessibility

Read the details on the first page — then click ‘continue’
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Help Your account  Logout

Home » My activities » TEST TENDER PROCESS » TEST TENDER PROCESS » Create ITT response
Create ITT response
& Details . Additional information 3 Attachments 4 Terms & conditions

Supplier reference (optional) @

\! |

Response information {cpticnal) @

Additional comments (optional) @

et Cancel Back

Terms and Conditions | Privacy | Accessibilily

In step 2, you can add a reference and any other notes. These fields are optional. Click ‘continue’
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Home Find opportunities My aciivities My contracts Help Youraccount  Logout

Home s My activities  TEST TENDER PROCESS » TEST TENDER PROCESS » Create ITT response
Create ITT response

+ Details 4 Additional information .Atlachments 4 Terms & conditions

No attachments

Reset Cancel Back

Terms and Conditions | Privacy | Accessibility

The next step is to add your tender submission. Click the ‘add attachment’ button.



@ Notifications

ProContract
brought to you by ,; e

Find opportunities My activities My contracts Help Youraccount Logout

Home » My activities » TEST TENDER PROCESS » TEST TENDER PROCESS » Create ITT response

Create ITT response
Attachments (]

v Details « Additior
Show weblinks

No attachments
File upload rules:
+ Maximum fil size: 1024MB
= Valid file types: b, rif, mpp, vsd, dwg, rar, msg, ics, htmi, gif, jpg, png, jpeg, tiff, tif, zip, pdf,
doc, xis, ppt, docx, xlsx, pptx, mp3, mov, mda, swf, wmv, mpg, mpeg, avi, wav, odt, odp, ods,

Reset Cancel Back
numbers, pages

File name Comment  Size Progress
{4 ITT - TEST TENDER PROCESS.doc 22K8 { |0%

-

Drop files here

( I-i\i) B EE i

|
Total size: 22 KB Estimated time: N/A -

[ Close |

Terms and Conditions | Privacy | Accessibility

In the pop up box, use the ‘+’ button to add your files, then, when they are all listed, click the ‘up arrow’ button to upload your submission.
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Find opportunities My activities My contracts Help Your account  Logout

Home » My activities » TEST TENDER PROCESS » TEST TENDER PROCESS » Create ITT response
Create ITT response

& Details " Additional information .At‘lachmems 4 Terms & conditions

(%] ITT - TEST TENDER PROCESS . doc 21 KB

@Resel Cancel Back

Terms and Conditions | Privacy | Accessibility

When you have added your attachments - click ‘continue’

If you wish to remove any document - click the red cross at the side of the file to remove it from your response.
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Find opportunities My activities My contracts Help Your account  Logout
Home » My activities s TEST TEMDER PROCESS » TEST TENDER PROCESS » Create ITT response
Create ITT response
& Defails < Additional information & Altachments . Terms & conditions

Please follow the link to read the terms and conditions

Standard T&Cs of Supply

eset Cancel Back

Terms and Conditions | Privacy | Accessibility

You will need to accept or decline the terms and conditions attached to this opportunity. You can click on the name of the document to open and read. If
you decline, you will be asked to give a reason why.

Click ‘Finish’ to continue to the next page.
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Find opportunities My activities My contracts Help Youraccount Logout

Home » My activities  TEST TENDER PROCESS » TEST TENDER PROCESS

<Back to summary

Time remaining

My response 105862634 Draft
Respond by: 26 November 2015 17 00:00
Additional information Edif
s 9 6 56 44
Supplier reference: Dy s ireiee Seesietls
© 7erms & conditions - ¥ Accepted Decline

° Response controls

Submit response

Submission checklist

&  Standard T&Cs of Supply

© Attachments

[x] ITT - TEST TENDER PROCESS doc 21 KB

. Terms & conditions

@ smens

View audit history

This page is a summary of your submission — you need to click ‘submit response’ to submit your tender bid.

YOUR SUBMISSION IS NOT COMPLETE UNTIL YOU CLICK ‘SUBMIT RESPONSE’ — If you do not click submit — your submission will not be received.
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Find epportunities My activities. My contracts Help Youraccount  Logout

Home » My activities » TEST TENDER PROCESS : TEST TENDER PROCESS

=Back to summary

My response 105862634 Dratt Time remaining

Respond by: 26 November 2015 17 .00:00

Additional information
g8 .

‘Su T ; ‘ s Houws Minutes Seconds

e Temms & conditions - ¥ Acc:

& Standad T&Cs of [x] _
& Atcrimens Submit response

Are you sure you want to submit this response?

[¥] ITT - TEST

° Audit history

View audit history

Confirm that you wish to submit your response.
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Home Find opportunities My activities My contracts Your account Logout

Home» TEST TENDER PROCESS » TEST TENDER PROCESS
<Back to dashboard

Time remaining

St.Helens Council - ITT 5137318
9 6 56 9
° Main detal Days Hours. Minutes Seconds
Title: TEST TENDER PROCESS Respond by: 26 November 2015
. 17:00:00 %
Description: Submitted

TEST TENDER PROCESS

No tender documents will be sent 1o you — you need to download the documents from the

Chest website.
Messaging

If you have any questions regarding this opportunity — please post them on the “discussions”

facility on the Chest. Messages sent outside of the Chest will not be responded to. Deadline You have D unread message(s).

for questions is: 24th November 2015, 12 noon. View messages

ALL SUBMISSIONS MUST BE SENT THROUGH THE CHEST. Submissions sent via any 1
| would like to edit my response

Please ensure thal you leave enough time to upload your documents before the closing
date/time, as late submissions may not be accepted No longer wish {0 respond

The deadline for submissions is: 26th November 2015 at Spm ‘
Version  Submied 1771412015 1003:45
© Attachments

Public attachments can be viewed by all procurers and suppliers involved in this rfx

ITT - TEST TENDER PROCESS doc 21 KB

© Tems & conditions

 and Conditions | Privacy | Accessibility

The dashboard will confirm that your response is submitted — and how many days are remaining until the deadline.

You are able to edit your response up until the deadline.



