Kingston upon Thames
Supplier Response User Guide

Pro Contract v3

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.

1) Motifications

Find opportunities
Horne All opportunities ¥ [ co |
Home page
~ Activities Wiew full screen ~ Company details summary # Edit

Actve  Recentlyadded  Lastviewed supplier_london_72 company

supplier_london_72 Line 1, Line 2, Town,

- Plaase selact ~ B ﬁ Northumberland, NE23 1.2

Description

Flease select a buyer from the dropdown and click on the 'Go* button
L] i P supplier_london_7 2 company

Keywords
~ Opportunities #Eindcpaatunites ~ Yendor profile
To search and view all of the latest opporiunities available on the Due North portal, please Editvendor prafile (0% complete)

click on the 'Find opportunities' link above
The following aspects of vour vendor profile are
incomplete or responses given have expired and need
to be reviewed:

.Vendarproﬁ\e sample

~ Workgroups

Activities are assigned to workgroups allowing all
contacts within a workgroup to work on the activities
together

supplier london 72 workaroup (1)




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

4 Motifications

ProContract

brought to you by H%

Haome » Find Opportunities All data
Opportunities
Marrow your results Opporunities
~ Portals
12345 13 Mext =
All
Title Buyer Expression Start Expression End Estimated Value
- Categories 1112:073 - Merital Health Employment Service (1112-073 - Merital Health
X Islingtan 03/12/2011 31/07/2017 [
There are O categories Employment Servica)
selected 271_16 Self Drive Wehicle Hire (271_16 Self Drive Vehicle Hire) ESPO 22/05{2015 31/01/2016 [
3] Add new category 3167_16 Help to Live at Home Service (3167_16 Help to Live at Home Service) ESPO 30/04/2015 31/12/2015 [
~ Regions ) ‘wirral Borough
& Day Murseries (6 Day Nurseries) 25/04/2013 01/05/2016 Mf&
There are 0 regions selected Council
[E Add new region ABSNDOMED CP1016-14 Bowey Tracey to Mewtan Abbot Path - Stover Canal Devan County 1/05/2014 /082013 N
(ABANDONED CP1016-14 Bovey Tracey to Mewton Abbot Path - Stover Canal) Coundil
~ Keywords
Buckinghamshire
Amey Demo DPS test (Advertise opportunity on portal) 23/10/2015 23/10/2017 A
County Counci
Annual Maintenance & Servicing of Communal Boiler Plant including Responsive
~ i Repair Call Out Service within the Bolton Area (Annual Maintenance & Servicing of
Expression date " ¢ a Bolton at Home  20/01/2015 26/03/2016 A
Cornrnunal Bailer Plant incuding Respaonsive Repair Call Out Service within the Boltan
Start date  End date
Area)
ddirmriay| ddimmiay Stockport
Bridgefield, Stockport Construction (Bridgefield, Stockport Construction) Metropolitan 10/07/2014 30/09/2017 A
~ Published date Borough Council
Wirral Borough
Start date  End date Children Services (Children Services) ‘ i 9 25/03/2013 08/08/2023 A
ouncil
dadimrmiveyy| ddimmiveey Darset County
Claire - DPS Testing (Advert ) P 21/10/2015 04/10/2020 £450,000,00

12345613 Next»




3. Click on the opportunity you are interest in

) Motifications

ProContract

t to you by Hgﬁm

Haome » Find Oppaortunities All data v kingston

Opportunities - Search results

MNarrow your results Opportunities

~ Portals Buyer Expression Start  Expression End  Estimated Value

The Raval Borough of Kingstan
All EU Frocument (Advert step) 14/10/2015 16/12/2015 £174,000,00
upon Thames
. Ector demo project (Voluntary and The Royal Borough of Kingston
~ i 25/02/2015 03/05/2016 WA
Categories Cornrunity Sectar demo project) upon Thames 02t 05/ d

There are O categories
selected
[EH Add new category

¢

Regions

There are O regions selected
[E¥ Add new region

~ Keywords

~ Expression date
Start date  End date

ddirmrtaey| ddimminay

¢

Published date
Start date  End date

dd/mmiyyyy| ddimmivay




4. Click Register interest in this opportunity

LONDON ProContract 4 Motifications

>> TENDERS PORTAL

brought to you by 5

Find oppartunities tracts Your ac

unt  Logout

Horme s Find opportunities » Advert step
Advert step Return to find oppartunities

Main contract details Expression of interest window

Opportunity Id DM2995736 om 14/10/2015 11:00 to 16/
Title Advert step
Categories 85100000-0 - Health services

Description

Region(s) of supply Outer London

Estimated value £174 000.00
Buyer The Royal Boraugh of Kingstan

Keywords upon Thames
Contact Paul Freeman
Email paul.freerman@kingston. gov.uk
Telephone 0208547 5181
Key dates

Address Guildhall

Kingston
Estimated contract dates Greater Londan

Start date 12/07/2016 End date 04/03/2017 KT1 1EU
United Kingdom

Attachments

Mo attachments



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

LONDON ProContract 3) Motifications

brought to you by %’“E

>> TENDERS PORTAL

Home s Find opportunities » Advert step

Advert step Return to find oppartunities
Main contract details Expression of interast registered
Opportunity Id DN5935736 Date 09/12/2015 11:11:51
Title Advert step Workgroup supplier_londaon_72 warkgroup
Categories 85100000-0 - Health services
Description
Region(s) of supply Outer London Expression of interest window
Estimated value £174 00000
Keywords From 14/10/2015 11:00 to 16/12/2015 10:30
Key dates

Contact details

Estimated contract dates

Buyer The Royal Borough of Kingston
Start date 12/07/2016 End date 04/03/2017

upon Tharmes
Contact Paul Freeman
Email paul freeman@kingston gov.uk
Telephone 0208547 5181
Address Guildhall
Kingston
Greater Londan
KT1 1EU
United Kingdom

Altachments

Ma attachments



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

3 Motifications
ProContract
due,

brought to you by L

Home s My activities All data v
My activities

INarrow your results Active activities Archived activities Last viewed activities

~ Buyer

————————P || The Royal Borough of Kingston

Upon Thames: @ Flease select a buyer from the narrow results panel and click on the 'Update’ button

~ Event type
1 an
L RRx

~ Status
O

Hew action

Update



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

3) Motifications

ProContract
due
brought to you by N

Horme > My activities All data

My activities

Kingston upon Thames  Modernisation orodect (test)  Modernisation project (test)
The Royal Borough of . .

Library Refurbishment (M)
Kingstan upon Thames Library Refurbishrment (MK Library Refurbishment (MN)  26/11/2015
The Roval Borough of
Kingston upon Thames
lest =

Narrow your results Active activities Archived activities Last viewed activities
~ Buyer 23] Mext=
¥ The Royal Barough of Kingston . = ~Actions- M
upon Thames [} Buyer = Title ~ Current event = Event deadline =
The Roval Borough of
- Eventiype [} w Kingstan upon Thames Publisher of a title Publisher of a title 25{11/2015
The Roval Borough of .
7]
Al o Kingstan upon Thames Bottled Soring Water (Test)  Bottled Spring Water (Test)  09/10/2015
) RFx The Royal Borough of . .
() Kingstan upon Thames Cleaning Services 2 (test w31 Cleaning Services 2 (test v3)  11/11/2015
The Roval Borough of
- Status o w Kingstan upon Thames EU Procurment EU Procurment 09/12/2015
0 p) [m] w ;‘2‘Eigxa$grnﬂ.ura:nfgs foatball sessions (Ma footbal sessions (MA) 26/11/2015
Mew action The Roval Borough of
11 supplier Response Test
o w Kingston upon Thames ITT Supplier Resporse Test  ITT Supplier Response Test 31122015
P — The Roval Borough of Kingston library Kingstaon library
- w Kingston upon Thames  refurbishment 14 refurbishment M 26/11/2015
B * The Roval Borough of Kingston Train Station Kingston Train Station e/10/2015
w

Major non-0JIEU exanple Major non-0JEU exanmple 23/10/2015

a2
o
o
EY



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

Motifications

ProContract
due,

brought to you by X

Home Find or

Horne > My activities Al data vt ﬁ

My activities
Narrow your restilts Active activities Archived activities Last viewed activities

~ Buyer At
- - v

¥ The Royal Borough of Kingston Cchons
upon Thames [ Buyer N

~ Current event * Event deadline =

ITT Supplier Response
Test

The Royal Borough of Kingston

ITT Supplier Response
S W oo Thames 31/12/2015

Test

~ Eventtype

@ The Royal Borough of Kingston st libvar Kingston library
O ri — w® upon Thames refurbishment I refurbishrment It ERNETE .
- £

~ Status
=AN

MNew action




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

3) Motifications

ProContract
dues
brought to you by [X

2

Messaging function for
Find opportunities ac h Communicating with buyer

Home » Iy activities » ITT Supplier Response Test

Activity : ITT Supplier Response Test

Archive this activity

Events

Messaging

ITT Supplier Response Test (Respond by 31/12/2015) Hicte detfils | Start You have 0 unread message(s).
View messages

Activity type: ITT

Reference: 9138909

Respond by: 31 Decernber 2015 at 13:00 Audit hiSiDly

Response status: Mot started
“iew audit history




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

Click Start my response to begin your response

@ Motifications

Home Find opportunities unt  Logout

Main details —
title, description
and deadline

Home » iy activities » | TT Supplier Response Tests ITT Supplier Response Test

=Back to dashboard

The Royal Borough of Kingston upon Thames - ITT 5138909 Time remaining
22 1 36 10
° Main details Days Hour Minutes  Seconds
Title: [TT Supplier Response Test Respond by: 31 December 2015
. 13:00:00
Description:
ITT Supplier Response Test
. M f
Evaluation ging
H H H °Term;. & conditions Yau have 0 unread message(s).
crlterla/questlons i
sets f Generic Terms and Conditions (ITT)
N

A

- the eVaIUat|On Evaluation criteria/guestio
]

guestions and Questions
attachments are Title Mandatory Online Internal
. . Invitation to Tender Cpen Below EU Threshald 48 49 1}
included in these

Price evaluation 1 1 0

You have not yet started your response
sets.




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

0y Motifications

ProContract
brought to you by d

Home » Wy activities » ITT Supplier Response Test» ITT Supplier Response Test > Create ITT response
Create ITT response

. Details 2 Additional information 3 Question sets 4 Attachments 5 Terms & conditions

Response reference: 105864013
Welcome to the [TT response wizard
The wizard will assist you with the completion of your response

Youwill 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

If 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 received

FEset Cancel



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

Haome > My activities > ITT Supplier Response Test» ITT Supplier Response Test» Create ITT response
Create ITT response

| Details .Addilional information 3 Question sets 4 Attachments 5 Terms & conditions m

Supplier reference [optional) @

Response information (optional) @

Additional comments (optional) @

ReYet Cancel Back




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
guestions. Click on Edit response to view the question set

4y Motifications

ProContract

brought to you by g“c _“

Find opportunities 5 s o ount  Logout

Home » My activities » ITT Supplier Response Test» ITT Supplier Response Test > Create ITT response
Create ITT response

& | Details | % Additional information .Queslion sets 4 Attachments 5 Terms & conditions

Title Progress
Invitation to Tender Open Below EU Threshold Edit response
Price evaluation Edit response

Reset Cancel Back



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.

4y Motifications

ProContract

brought to you by Hbﬁh

View evaluation questions
Questions Progress

Title Weight: % Section status Status  Flag

1.1 Full name of the Supplier completing 0.00% Answer question . Key
the hid
1.2 Registered company address 0.00% Answer guestion . . The answer pravided Is valid and
1.3 Registered compariy number 0.00% Answer guestion . complete
1.4 Registered charity number 0.00% Answer guestion . W Theanswer has heen automatically
1.5 Registered VAT number 0.00% Answer question P [PETIEEEE (i & (IFEHIEND EMEET (R
must be reviewed befare submission
1.6 Name of immediate parent company 0.00% Answer question .
Mandatory elements of this guestion
1.7 Name of ultimate parent comparry 0.00% Answer question . . have nntrz’een provided 4
1.8 Please select the relevant field to 0.00% Answer question . h tion has b " i
indicate your trading status Y e fuestion has been flaggecTor
1.9 Please select the relevant field to 0.00% Answer guestion review

indicate whether any of the following
clagsifications apply ta you

b ITT revised Feb 2012.00C 177
2.1 Please select yes or no to indicate 0.00% Answer guestion . KB
whether you are bideing as a Prime
Contractar and will deliver 100% of the
key contract deliverables yourself

2.2 Please select yes or no to indicate 0.00% Answer guestion . Madel Conditions - Major Cartracts Oct 663

50 REK Model TandC Consultancy Aug 202
10 doc KB



15. Click Answer question to add a response

LI 310U WG LUIIGLEY WIEI G 115
Applicant proposes a consartium
arrangement or & Prime Contractor
arrangement invalving the use of
Significant Subcontractor(s)

17.1 Please ensure that the attached form 0.00% Answer guestion .
is completed by the applicant or where

relevant, the Lead Applicant and each

consortium memher/significant

Subcontractar

18.1 Please ensure that the attached form 0.00%
is completed by the applicant or where
relevant, the Lead Applicant and each

consartium member/Significant

Answer question

Subcontractar

18.1 Please describe how you would 50.00% Answer guestion .
provide service X

13.2 Please provide details of your 30.00% Answer guestion .
organisation's approach to

15.3 How would you meet the 20.00% Answer question .

requirements of Z

Complete the response and click Save and close

dy Motifications

ProContract
brought to you by gbnh

Form of Tender | Question 1 of 1

Question Weight
Please ensure that the attached farm is campleted by the applicant or where relevant, the Lead Applicant 0.00 %
and each consortium memnerfS\gmncant Subcontractor
REFUSAL TO GIVE THIS DECLARATION AND UNDERTAKING WILL MEAN THAT THIS TENDER
SUBMISSION WILL NOT BE CONSIDERED Help
This questian is mandatany

Answer Flag question for review | | Use the attachment function provided to upload
the completed form(s)

MNao attachments

Question attachments
fave and previous  Save and next

Form of Tencer Template.docx 11 KB



16. Click back to return to the question sets overview

LD S s S GG
Applicant proposes a consortium
arrangement or a Prime Contractor
arrangement invalving the use of
Significant Subcontractor(s).

17.1 Please ensure that the attached form 0.00% Answer question & .
is completed by the applicant or where

relevant, the Lead Applicant and each

consortium memher/significant

Subcontractar

18.1 Please ensure that the attached form 0.00% Answer question .
is completed by the applicant or where

relevant, the Lead Applicant and each

consartium member/Significant

Subcontractor

18.1 Please describe how you would 50.00% Answer guestion .
provide service X

13.2 Please provide details of your 30.00% Answer guestion .
organisation's approach to

18.3 How would you meet the 20.00% Answer question .

requirements of Z




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

4 Motifi
d%e 4.. ProContract 4) Notifications

brought to you by gL

unt Logaout

Home » My activities » ITT Supplier Response Test > ITT Supplier Response Test > Create [TT response
Create ITT response

& Details | & Additional information .Queslion sets 4 Attachments 5 Terms & conditions

Title Action Progress

Invitation to Tender Open Below EU Threshold Edit response III

Price evaluation Edit response

Reset Cancel Back



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

&y Motifications

ProContract

brought to you by g

Find opportunities (] Your account  Logout

Home > Wy activities » ITT Supplier Response Test » ITT Supplier Response Test > Create ITT response
Create ITT response

' Details | &  Additional information .Queslion sets 4 Attachments 5 Terms & conditions

Title Action Progress

Invitation ta Tender Open Below EU Threshold Edit response IIIIIIIIII
Price evaluation Edit response IIIIIIIIII

Rgset Cancel Back



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

Once complete click Continue

4y Motifications

ProContract

brought to you by g“c _“

Find opportunities 5 s o ount  Logout

Home » Wy activities s ITT Supplier Response Test > ITT Supplier Response Test > Create [TT response
Create ITT response

W Details | & Additional information 4" Question sets .Attachments 5 Terms & conditions

Mo attachments

Add attachment

Resef Cancel Back



20. Confirm if you accept the Terms & Conditions.

Once complete click Finish

dp MNotifications

o

ProContract

brought to you by gb’%if

Home Find opportunities My activities My contracts Your account  Logout

Haome > My activities > ITT Supplier Response Test > ITT Supplier Response Test > Create ITT response
Create ITT response
V' Details  « Additional information 4" Question sets | & | Attachments ‘ Terms & conditions
Please follow the link to read the terms and conditions

Accept

Decline

Resgt Cancel Back



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

You can edit and resent your response up until the deadline

W Motifications

ProContract
HLorrh;

brought to you by -

Home » by zctivities » ITT Supplier Response Tests ITT Supplier Response Test

=Back to summary

Y= P 105864013 Draft Time remaining

Respond by: 31 December 2015 13:00:00

22 1 2 26

Supplier reference: Days Hour Minutes Seconds

& Generic Terms and Conditions (ITT)

Submission checklist

Title Action Progress
. Terms & conditions
Invitation to Tender Cpen Belaw EU Threshold  Edit response IIIIIIIIII . Evaluation criteria/question sets
Price evaluation Edit respanse IIIIIIIIII

Wiew audit history

Mo attachments




