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USER GUIDE FOR SUPPLIERS 

1. Once you have logged into the system you can find opportunities by clicking Find 

Opportunities 

NB: If you have been invited directly to respond to the procurement opportunity please 

jump to step 5 below. 

 

  



2. Use the search box to search for the local authority name (e.g. Kingston) or the 

project title 

 

  



3. Click on the opportunity you are interest in 

 

  



4. Click Register interest in this opportunity  

 

  



5. This opportunity will now be listed under the ‘My activities’ tab. Click on My 

activities  

 

  



6. If no opportunities are listed, select a buyer from the options on the left and click 

Update 

 

 

  



7. You can also use the search box to search for the opportunity. Type a search term in 

the box and click Go 

 

  



8. Once you have found the opportunity click on the blue link to open 

 

 

  



9. This view will show the respond by date and the messaging function for 

communicating with the buyer. To view the questions and attachments and begin 

your response, click on Start 

 

  

Messaging function for 

communicating with buyer 



10. You will now see an overview for the procurement opportunity.  

Click Start my response to begin your response 

 

 

  

Main details – 

title, description 

and deadline 

Evaluation 

criteria/questions 

sets  

– the evaluation 

questions and 

attachments are 

included in these 

sets.  



11. This system now guides you through the response wizard. Click Continue 

 

  



12. Add your own references and additional information if required. Click Continue 

 

  



13. You can now view the question sets. Often there will be two questions sets – one 

containing mandatory sections and quality questions and one containing price 

questions. Click on Edit response to view the question set 

 

  



14. The questions will be listed in their sections. Look at the key to see which questions 

have been answered or are still awaiting a response.  

Attachments relevant to the procurement, such as the Invitation to Tender, Specification 

and Conditions will be attached under the Public attachments section. 

 

  



15. Click Answer question to add a response 

 

Complete the response and click Save and close 

  



16. Click back to return to the question sets overview 

 

  



17. Click on the other question sets and complete as per steps above. 

 

  



18. Once all questions sets have been completed the progress bars will show as full. Click 

Continue 

 

  



19. If you have any additional attachments to include in your response add them in the 

attachments section. 

Once complete click Continue 

 

  



20. Confirm if you accept the Terms & Conditions. 

Once complete click Finish 

 

  



21. Once you have completed your response click Submit response.  

You can edit and resent your response up until the deadline 

 

 

 


