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1. When the document is published by the procurement team you will receive the following email - 

To access the 

documentation, click on the 

link contained in the email. 

2. This will take you to the Kent Business Portal where you will be prompted to log in. 

Enter your Username and 

password. 

TIP: If your device asks you if you 

want it to remember the password 

choose yes as this will mean you 

won’t need to type it again. 

 

 

If you cannot remember your 

username or password 

please use the links to 

retrieve them. 
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3. Once logged in this will take you to an overview of the Pre-Qualification Questionnaire. 

In order to access the 

documentation you must 

click on ‘View Pre-

qualification Questionnaire’ 

 

 This area provides a summary of the Pre-

Qualification stage. 

This area provides a summary of your 

response 

4. This page allows you to download the relevant documentation. 

Click on the links to download the 

documents 

5. To save the documentation to your computer, when you click on the link the following box will appear. Select 

‘Save as’ from the options and save to your computer. 

You can then complete the documents in your own time and away from the Kent Business Portal 
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6. Once your document is completed and you are ready to submit it, log back into the Kent Business portal and select 

‘My Opportunities’ and choose ‘SS15 124 – SEN Home to School Transport’ This will take you back to the summary 

page. 

In order to submit your response 

click on ‘response wizard’ 

7. This will now begin the response wizard, the first page is a brief overview of how the wizard works, simply click 

‘Next’ 

8. This page requires you to enter a reference number for this please put your company name in the reference box. 

All other boxes you can leave blank and then click next. 

Enter your company name here. 

Leave these boxes blank. 
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9. This page requires you to upload your response. 

Click on ‘Add Attachment(s) 

Click on Browse and select 

your completed Pre-

Qualification Questionnaire. 

Once Complete Click ‘Save’ 

10. Once you have selected your response it will appear in the list, once you have uploaded the document please click 

next. 

11. The next page requires you to confirm you agree to our Terms and Conditions. Please note you must select ‘yes’ 

otherwise your response may not be accepted. 

Click ‘yes’ to accept the 

terms and conditions. 

Click next to move to the 

next page. 
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Once you have submitted your response you will receive email confirmation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. This will then bring up a summary of your submission, once you are happy click ‘submit’. 

Ensure the document you 

have uploaded is listed 

here. 

Ensure you have selected 

‘yes’ 

Submit your response 


