
 

Due North has migrated The Chest on to a new system as of the 23rd 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 



 

 

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)



 

Add the characters from your memorable word, then click “LOG IN”



 

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”

This area will show the 

opportunities you have 

expressed an interest in. 

This area will show the 

most recent 

opportunities based on 

your user profile 



 

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.



 

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.



 

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.



 

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. 



 

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.



 

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.



 

To access the documents – click on “start”



 

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.

This area shows an 

overview of the 

opportunity 

This area holds the tender documents, 

clicking the link allows you to 

download them to your PC. 

This area shows the time 

remaining until the deadline 

This area shows any 

messages 

Terms and Conditions of the 

contract are attached here. 

This section will help you 

respond to the opportunity. 

This area will show a log of 

responses if submitted. 



Submitting a response: 

 

From your dashboard – click on the green button to ‘Start my response’ 



 

Read the details on the first page – then click ‘continue’ 



 

In step 2, you can add a reference and any other notes.  These fields are optional.  Click ‘continue’



 

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



 

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.



 

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.



 

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.



 

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.



 

Confirm that you wish to submit your response.



 

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.


