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Supplier screenshot quide for accessing an ITT Event on the Proactis

portal (ProContract)

Note: The details below including the screenshots captured are correct
as of June 2023.

It is assumed that an Expression of interest where required has already
been completed, and the below details show how an ITT Event where
Published can be accessed separately from the Proactis portal
(ProContract) Home page.

After logging in, select ESPO from the drop-down list under the ‘Active’ Activities
tab on the Home page (or you can always try the ‘Recently added’ tab as well).

~ Activities e —

Active  Recently added as{ viewed

G S

@ Please select a buyer from the dropdown and click on the ‘Go’ button

l Opportunities J# Find opportunities

To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link
above

A list of your Activities can now be seen (e.g., opportunities you have expressed
an interest to). If you wish to sort the list of Activities captured, for example via
the ‘Event deadline’, click on that heading (clicking ‘Event deadline’ twice will sort
the list from newest date to oldest). Or alternatively use the ‘Search’ box as to
find any of your specific Activities e.g., enter the Framework or Contract nhumber
or reference here, and click ‘Go’.

Note: new entries captured, or where updates have been published and
these are yet to be viewed, will be shown with a blue star next to them.

~ Activities

Active  Recently added Last viewed

—
gl - e

Buyer Title Current event Event deadline ~
W ESPO 12_23 Building Materials 12_23 Building Materials 13/03/2023

Alternatively, a similar search can be completed via the ‘My activities’ main menu
option and using the Narrow your results options on the left of the screen (again
selecting '‘ESPO’ here and clicking ‘Update’ at the bottom of the Narrow your
results box, plus clicking on the column title ‘Event deadline’ twice will sort the
results by this column with the latest date captured at the top of the list, or there
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is a ‘Search’ box to the top right of the screen if required).

Narrow your results Active activities ~ Archived activities  Last viewed activities

~ Buyer n:

Active activities Archived activities Last viewed activities
n: 3/ /4| Next> --Actions-- v

Buyer Title Current event Event deadline ~

2838_23 Renewable Energy Solutions  14/07/2023

Once the required Activity has been found, click on the Title (blue text) and this
will take you into that Activity (the below showing that an Expression of interest
has already been completed, and the ITT Event is showing as ‘Not started’.

Note: any Messages for this Activity should be accessed here - you
should check here to begin with in case there are any important
messages that need viewing first (e.q., if the information made available
throughout the procurement procedure is of a confidential nature, a
Confidentiality Agreement may have to be completed via the Messages
before access to the ITT Event can be granted).

2838_23 Renewable Energy Solutions

Audit history

Clicking on an Events ‘Hide details’ (top right of the box) shrinks the box to only
show the Event title and status line, whilst clicking on ‘View details’ opens /
expands the box to show the additional details below this line.

Activity : 2838_23 Renewable Energy Solutions

Events
2838 23 Renewable Energy Respond by: 14/07/2023) Hide details | Open
Solutions
Activity type: T
Reference: 847425
Respond by: 14 July 2023 at 12:00
Response status: Mot started
2838 23 Renewable Energy Expression of interest accepted Hide details | Open
Solutions

Interest start date: 14/08/2023 12.30
Interest end date 14/07/2023 12:00

Expressed interest on 14/06/2023 14:35
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Status details for an Event are also captured next to each Event title, as has
been highlighted in the below Event (shows as ‘Not started’).

Events

2838 23 Renewable Energy

Solutions

Activity type:
Reference:
Respond by:
Response status:

i
[
i
(7
i

Not started (Respond by: 14/07/2023] Hid tail;

B47425
14 July 2023 at 1200
Not started

Clicking on an Event title (or alternatively ‘Open’ next to that Event) will take you

into the Activity summary for that Event.

Activity summary

Activity information &
Buyer: ESPO
Title: 2528_23 Renewable Energy Soltons 10: 847438

Description: Piease cownioad a'l the Tencer documants (ITT pack) from the Delow 'Actvity dOCUMEntation.
fles & links’ area

TO RESPOND.

« Please cick on “Start my resgonse” (fom this Actaity Summary screen to be taken % the Your

response summary screen)

@5PCNSE SUMIBSION PIOgress Chackiist Once the 30ova acU0Ns have baen completed). after
which the stasus of Submitted Should be clearly seen n the system.

t these should
supplier SUDDO vd

For 3ny quessons reisting to the operation of the Portal itsed, ProCont
submitted 1o Proactis 3nd the foliowing ink (URL) can be used for th
ystem technical queries: hitps./www. DroBCHS.COM/UKIeN/SUPDOR- I NsuppOrY (or Al
please click on “Take 3 tour” for 3cdional cnscreen guidance). Note: In case of any techn iy
i33ue3 with the system, these must be raised to Proacts 3t the earfiest opportunity, including
providing them full details (copies) of any errors seen # applicable.

Any questions relating to the Tender content shou'd be suomited to ESPO by accessing the
Messages’ 5ecton. see also the introducton pages of the Invitation to Tancer for Getais.

Je3535e5 secton
v e
Activity documentation, files & links (4) &

of information
jponsidilty of

@ Take a tour

ESPO

<Back to dashboard

Deadline & time remaining

A response to this activity can be submitted no
later than

14th July 2023 at 12:00 PM ¢

Time remaining &

3 6 22

1nd8rd Selection Questionnaice) - click 6n “EGI” which Bpoesrs ks D teve
0 access this.
our Tender m ru documents to the 'Response documentation, fes & links'
TISY ouﬂ RESFO NSIBILITY TO E‘(S RE ALL YOUR
to the Submission
e Te -
~Submt your response (ckek “Submt ress <h should become avi under Your Messages & clarifications (0)

This pane! will show any messages & clarifications
that have been 3ent 10 you concering this activity
from the buyer

v

You have received O message(s) of which O are
unread

mw 2t | View yoread

Your response

The checkiist below shows the current status of your
resgonse to this activity

This is your response submission progress
checklist

Before you can submit your response you

Title Type Size need to..
. . oo @ incicsta yourinent o respons
Stan « opt out the actvi
g SO Acaacriarit dacy doex 230KB @ v ressonse or oot out tne actviy
@ Complete mancatory question sets
g doex 140 k8
@ Usiosd atienstone atiachment
&g xisx 17 KB

Summary

@ submtyourresponse

Options currently available to you are.
el

Mandatory question set of 47 questions of which 42 sre mandatory

If there is any key information or instructions to note, this will be captured in the
Activity Description, and for any additional onscreen help with the system, click
‘Take a tour’ in the top right of the screen (additional system help boxes are
opened onscreen for that screen).



Activity information w
Buyer:
Title:

Description:

ESPO
2306_23 Electrical Testing Services 1D: 647027

Please download all the Tender documents {ITT pack]) from the below "Activity documentation,
files & links" area.

TO RESFOMND:

= Please click on "Start my response" (from this Activity summary screen to be taken to the Your
response summary screan).

= Complete the Question set (Standard Selection Questionnaire) - click on "Edit” which appaars
to the right of the: Progress bar to access this.

= Upload ALL your Tender response documents to the 'Response documentation, files & links'
area {click "+Add" to complete) - IT IS YOUR RESPONSIBILITY TO ENMSURE ALLYOUR
COMPLETED TEMDER RESPOMSE DOCUMENTS AS DETAILED IN THE ITT ARE
SUCCESSFULLY UPLOADED WHEM RESPOMNDING (and please also refer to the Submission
Checklist found in the Tender Submission Document).

= Submit your response (click "Submit response" which should become available under Your
response submission progress checklist once the above actions have been completed). after
which the status of Submitted should be dearly seen in the system.

For any questions relating to the operation of the Portal itself, PreContract, these should be
submitted to Proactis and the following link {URL) can be used for this, for supplier support and
system technical queries: https:/iwww proactis. comfukien/suppart-login/support! {or alternatively
please click on "Take a tour” for additional onscreen guidance). Mote: In case of any technical
issues with the system, these must be raised to Proactis at the earliest opportunity, including
providing them full details (copies) of any errors seen if applicable.

Any questions relating to the Tender content should ba submitted to ESPO by accessing the
Messages' section, see also the introduction pages of the Invitation to Tender for details.
Additionzlly, all Bidders should access the Activity dashboard and open the "Messages' section
to check for any clarifications issued on this project and/or any public exchange of information
between interested parties before final submission of their bid. It is the sole responsibility of
bidders to do so.

The sections to the right of the screen show for the ITT Event the countdown
timer, a section for Messages and Clarification specific to the ITT, and a checklist
for completing ‘Your response’, including being able to “Start my response”.

Note: to see All Messages for an Activity, rather than specific to an
individual Event, it is better to view those from the Activity dashboard,
see ‘<Back to dashboard’ to the top right of the screen.

=Back to hboard

Deadline & time remaining

A response to this activity can be submitted no
later than

14th July 2023 at 12:00 PM ¢

Time remaining &

3

Weeks

6 22

Days Hours

Messages & clarifications (0)

This panel will show any messages & clarifications

that have been sent to you conceming this activity

from the buyer

You have received 0 message(s) of which 0 are
unrgad

/Yuur response

checklist:

need fo..

The chackiist below shows the current status of your

response 1o this activity

This is your respense submission progress
Before you can submit your response you
. ndicate your intent to respond
. Stant response or opt out the sctivity
. Complete mandatory question sets.
. Upload at least one attachmen:

. Submit your resgponse

Options currently available to you are.....
[onees ]

/
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The checklist details the minimum actions needed by the system to
complete a response (via the Your response summary screen, which is
first accessed by clicking on “Start my response”, or where you have
already clicked on this previously you will see instead “View draft
response” here).

As you progress a response you should also then be able to see the

status of your response in the system.

Response histor

The checklist below shows the current status of your
response 1o this activity

This is your response submission progress
checklist:
So far you have.....
. Indicated intent to respond (10/02/2023
13:46)
. Started to draft your response to this activity

Before you can submit your response you
need to...

Activity : 12_23 Building Materials

€SP0

1t (Respond by: 130372023

me page

12_23 Bullding Materals

Messages (0)
Activity type: mv You have received 2 message(s) of which 0 are
Reference: 628570 unread
Respond by: 13 March 2023 at 12.00 View all | Vie
Response status: Version 1 - Draft i

Audit history
12_23 Building Materials Expression of interest accepted

Once all actions have been completed (e.g., the Standard Selection
Questionnaire Questions have been completed, your Progress against
this will need to be showing as 100%, and you have captured ALL YOUR
Tender response documents as detailed in the ITT and the Submission
Checklist found in the Tender Submission Document), the option to
Submit your response will become available on the Your response
summary screen (in the response checklist) - ‘Submit response’. You
will also need to confirm in the next pop up box that you are sure you
are ready to submit your response (the corresponding deadline for
submission is again captured here).

Almost done, all you need 1o do now

. Submit your response

Options cumrently available to you are.....
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il Submit response

Are you sure you are ready to submit your response?

If you need to, following submission, you can change your response. You must make sure that your final nse o Response history
submission is received before the activity deadline - 1st March 2023 at 4:00 PM & 4 ;
Kiist below shows the cument
No, | will submit my response later _ your response to this activity

You MUST therefore ensure you have Submitted your response before the tender
deadline, and that the status of* " can be clearly seen (see examples
below).

e Your response summary screen:

Your response summary - 5 i-21 1 23 at2:18 PI @1

Response information & Deadline & time remaining

Your response summary - submitt

Response information w

e The Your response box in the Activity summary screen (includes the response
Version number, in case any changes have subsequently been made before
the Deadline date & time):

Your response (Version 1 — Submitted)

Response histon

The checklist below shows the current status of your
response to this activity

This is your response submission progress
checklist:
You have successfully.....

Submitted your response (Version 1 -
21/06/2023 14:18)

Options currently available to you are.....

e On the Activity dashboard:

Events

THIS IS THE MAIN ITT EVENT TO BE (Respond by: 21/06/2023) Hide details | Open

These should NOT be showing a '‘Draft’ status (if you believe you have
Submitted your response).

Note: further updates to you submission (‘Change Response’) can still be
completed after this and before the Tender deadline, if required (in
which case a new Version of your submission will be created for you to
make any updates that you require, but again you will need to ensure
this is Submitted before the Tender deadline).
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In case any further system help is required (in addition to the ‘Take a tour’
option that is available on certain screens), please refer to the ‘Help Library’
(‘Help Center’) which can be accessed via the ‘Help’ main menu option, or
directly from the ‘Help Center’ link found at the bottom of the screen.

# Home Q Find opportunities () My activiies €My contracts ( @ Help

Cookie policy | Terms and Conditions | Privacy | Accessibility | Help Center

Version 23.1

Also, in case of any technical support being required with using the Proactis
portal (ProContract), please follow the below link (URL) to contact Proactis and to
access their Support Portal for ProContract (supplier / customer support):

https://www.proactis.com/uk/en/support-login/support/

Note: questions relating to the Tender content should be submitted to
ESPO by accessing the 'Messages' section (see also the Introduction
section of the Invitation to Tender document for details).


https://www.proactis.com/uk/en/support-login/support/

