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For the public sector

TIPS WHEN USING THE LGSS PROCUREMENT PORTAL
· MAIN LINK – https://procontract.due-north.com/Login. Please save this as an Internet favourite so it is easy to locate. The main land page for the LGSS Procurement Portal is www.lgssprocurementportal.co.uk
· USE THE ONLINE ‘HELP’ MENU – help guides are available by clicking on the ‘Help’ button situated along the blue ribbon at the top of the page. Reading these documents will help users understand the features and benefits of the ProContract software.
· SAVE REGULARLY – If there is no activity whilst logged into ProContract, you will be logged out after 18 minutes. Users are encouraged to save regularly to minimise the risk of losing work.
· PLEASE ACCESS THE USER GUIDE - which was attached to the project advert. This can also be found here.
· READ ALL RELEVANT TENDER INFORMATION – Please ensure that you read and understand all of the required actions, appropriate deadlines and any subsequent communications.
· RESPOND IN GOOD TIME – Do not leave your response until just before the deadline (if you experience website problems you will potentially miss the deadline and your tender response may be deemed non-compliant and rejected by the Authority.

· COMPLETE ALL NON-SPECIFIC QUESTIONS - as soon as possible so that only quality and pricing questions remain. Uploading generic information helps avoid last minute time pressures. You are able to complete your response in stages and do not have to complete in one sitting. Save and come back to it later.
· SUBMITTING YOUR RESPONSE – When you have completed all necessary information, you will need to submit your response to the Authority. FAILURE TO CLICK THE ‘SUBMIT RESPONSE’ BUTTON WILL RESULT IN YOUR BID NOT BEING VISIBLE TO THE AUTHORITY. You may edit your response as many times as you wish up to the deadline.
· ATTACHMENTS – We recommend that you keep attachments to a manageable size to ensure ease and speed of access. Only attach documents that the Authority has requested, and ensure that you attach them against the correct question numbers.

· ATTACHMENT FORMATS – When you are requested to upload attachments, please ensure that they are saved in an acceptable format as prescribed in the tender documents. When uploading attachments on ProContract, please include the question number only, as long file names will prevent the Authority from accessing the file content.

· SYSTEM ISSUES – If you experience technical issues please refer to the 'Help’ menu in the first instance. Alternatively, please email or telephone the helpdesk quoting your tender reference (e.g. DN12345), a clear description of the problem and your contact details (ensure that you leave plenty of time for issues to be resolved prior to any deadlines). The helpdesk contact details are as follows:

· Tel:  0330 005 0352 (9am – 5:30pm Mon to Fri)
· E-mail: ProContractSuppliers@proactis.com 
· Alternatively you may use the electronic ticket logging system which can be found here. Remember to include as much detail as possible, label your message as "Urgent" (only if time-sensitive) and include your telephone contact information.
· CLARIFICATION QUESTIONS – If you have any clarification questions during the tender process, please use the project messaging area to contact the Authority. Any communications received will be sent from ProContract-Notifications@due-north.com only. Please remember to check your junk items folder.
· POTENTIAL BROWSER ISSUES – DO NOT use the 'Back' or 'Forward' buttons on your Internet browser when completing the online questionnaire. Please use the ‘save and next’ buttons to navigate through the questions you are required to answer.
