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(27" July 2016)

These instructions have been produced to assist suppliers using the electronic sourcing
platform. The County Council reserve the right to to update and re-issue the instructions with
no prior notifiaction to suppliers. Please note that the instructions are as accurate as possible
and the County Council accepts no responsibility where the instructions differ from changes

in the platform functionality.

This site operates best using Internet Explorer (versions 9 and above), or the latest versions of
Safari, Firefox and Chrome. A screen resolution of 1024 x 768 or above is recommended.

For any urgent technical issues or forgotten passwords please use
either the ‘Contact Us’ facility on the homepage or call Proactis
direct on 0330 0050352

It is important that you call Proactis with any issues encountered
submitting tenders, especially if you leave uploading until the last
day. (not recommended)

the knot unites
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Staffordshire County Council E-Tendering Portal User Guide

1. Supplier Self Registration

The portal can be found at https://www.proactisplaza.com/

e
Signn
e PROACTIS
-
Password

. Eorgotten password?
=) Signin

Don't have an account? Sign up

Have you been invited?
Access Code

EAQs CookiePolicy Legal Help ContactUs

Click ‘Sign Up’ and populate all the fields including the Organisation ID which is created by the user.
All fields with an asterix (*) are mandatory.

—
) . % Self Registration

Register on our Supplier Network

Please follow these simple steps to register
1. Enter the following information and click the Register button to start the process.
2. An activation email will be sent to the email address of your Primary Contact.

3. Clickon the link contained within the email to activate your account.

Not received your activation email yet? Click here.

Organisation Name

o isation Name * Organisation 1D *

Organisation Details

Property Name/Number Address 1%
Address 2 Town %
County Postcode %
Country

UNITED KINGDOM v

_ R

Complete the information and click ‘Register’ at the bottom of the page. The system may ask you to
confirm that your organisation is not already registered. Tick the appropriate box and continue. Or the
system will explain that your account needs to be authenticated.
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https://www.proactisplaza.com/

Thank you, your Registration is being processed

1. Anactivation email has been sent to the email address of your primary contact.
2. Click on the link contained within the email to activate your account.

The system will send you an email. Check all mail boxes; including trash and spam. Click the link
‘Click here to activate your account’ in the email to return to the Portal and enter your details. It is
important that you do this within 24 hours of receiving the email. Complete the fields and click ‘Next'.

Step One: Organisation Details

. . . . . Staffordshire Procurement
Self Registration | Organisation Details et v @

A\ Organisation Details

Organisation ID *

SCC1

Organisation Type ¥ &

Public Company
Organisation Name

scc Limited Liability Company
Registration Number )
Partnership

Not Applicable
VAT Number ® Sele Trader

Not Applicable Limited Liability Partnership
DUNS Number @
i Government Body
Not Applicable

Third Sector

A\ Construction Industry Scheme (CIS) Details

CIS Registration Type

None

Complete the fields or select ‘Not Applicable’. Once complete click the next arrow 2 to move onto step
two. Your profile can be amended at any time after registration using the arrow icon ** in the top right
corner.

Step Two: Addresses

If you wish to add more addresses click on ‘Add Address’ and populate the fields, click ‘Ok’ to save.

Address Details

[ Contact Details ‘[ Address Types

Property Name/Number % Town *
I \

Address 1% County

Address 2 Postcode %*

Address 3 Country
UNITED KINGDOM

Address 4
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To amend an address, click the pencil9 . Work through the tabs. Click ‘Ok’ to save or ‘Cancel’ to
close the box. Click ‘Next’ to move to Step Three.

Step Three: Users

Add/Amend User

Login Name % Telephone Number %

First Name * Mobile Number

Surname * Fax Number

Email Address: % Address:
1 Stafford Road, Stafford, ST16 2DH, UNIT... v

Click ‘Add User’ to add additional staff to your account. Click ‘Ok’ to save or ‘Cancel’. To edit details of
an existing user, click the pencil underneath the Action tab or click ‘Next’ to move on.

Step Four: What you Sell

The system uses CPV (Common Procurement Vocabulary) classification codes to identify what you
sell. In the search box type key words that describe what you sell and click. The results will be
displayed below.

. . . . Staffordshire Procurement
Self Registration | Classifications scc T °

JEAEIE - EEAEAEAE

Type some key words here describing what you sell... v

Available Added

» | |03000000: Agricultural farming fishing forestry and related products. 14000000 : Mining basic metals and related products.
» || 09000000 Petroleum products fuel electricity and other sources of energy.
4 B4 14000000: Mining basic metals and related products.
» || 14200000: Sand and clay.
14300000+ Chernical and fertiliser minerals.
14400000 Salt and pure sodium chloride.

»
>
» || 14500000: Related mining and quarrying products.
» || 14600000: Metal ores and alloys.

>

00

14700000 Basic metals.

> 14800000 Mi lic mineral products.

> 14900000 : Recovered secondary raw materials.

15000000 tob: d

16000000: Agricultural machinery.

18000000 Clothing footwear luggage articles and accessories.
19000000 Lesther and textile fabrics plastic and rubber materials.
22000000 Printed matter and related products.

24000000: Chernical products.

30000000 Office and ing machinerv eaui of

BN m / v

/

Click on the arrows to add/remove the category to your profile. Repeat as required. Click ? to move
to the next step.
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Step 5: Buyer Selection

Self Registration | Buyers Staffordshire Procurement v @
JHEEEN - RO

Select Buyer Organisations

Title Town Post Code County Country

ABPorts London WC2B4HN UNITED KINGDOM
Bassetlaw District Council Worksop 580 2AH Nottinghamshire UNITED KINGDOM
Bedford Borough Council Bedford MKA42 9AP Bedfordshire UNITED KINGDOM
Blaenau Gwent County Borough Council Ebbw Vale NP23 6XB UNITED KINGDOM
Bridgewater Associates Bridgewater UNITED STATES
Bristol City Coundil Bristol UNITED KINGDOM
Cancer Research UK London EC25GT UNITED KINGDOM
Cardiff Council Cardiff CF104UW UNITED KINGDOM
Chartered Institute of Management Accountants London SW1P4NP UNITED KINGDOM
Civica Borough Council Luton LU48sp Bedfordshire UNITED KINGDOM
Coillte Newtownmeountkennedy Co. Wicklow IRELAND

Coventry City Council Coventry cv12PW UNITED KINGDOM
East Midlands Strategic Commercial Unit Armold NGS5 8PP Nottinghamshire UNITED KINGDOM

This allows you to be included into a buyer’s directory for private tender invites etc. Ensure that you

select ‘Staffordshire County Council’ as a minimum by ticking the box. Click ? to move on.

Step Six: Primary Contact Details

Self Registration | Primary Contact Details Staffordshire Procurement + @

Primary Contact Details

Organisation Name
Login Name

First Name x
Staffordshire

Surname %

Procurement

Email Address: %

alison.morgan@staffordshire.gov.uc

Telephone Number
01785 854654

The primary contact has overall administration rights for the supplier. Confirm the details are correct

and click ? to move to Step Seven.

Step Seven: Terms and Conditions
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. . . Staffordshire Procurement
Self Registration | Terms and Conditions scc ¥ o

Terms and Conditions

W

PROACTIS GROUP LIMITED
USER LICENCE

'YOUMUST READ THE FOLLOWING BEFORE CONTINUING

The use of the software provided by PROACTIS Group Limited is subject tothe following User Licence. You must carefully read through the User Licenca. B License you confirm that you have read the User License and that you
agree tobe bound by the terms and conditions of the User Licence at all times. Ifyou are accepting the User Licence on behalf of a firm or corporate entity you warrant that you have the authority todoso.

If you do not agree to be bound by the User Licence you will not be able to activate and use the Software.

1. Definitions and INTERPRETATION

Ihave read and understood the Terms and Conditions for using the Supplier Network

Tick to agree with the Terms and Conditions of using the Portal. Click ? to move to the final step.

Step Eight: Complete Registration

. . . . Staffordshire Procurement
Self Registration | Finish scc ¥ °

Your Login Details

Organisation Name New Password ¥ O

Organisation ID Repeat Password

Login Name

+ Complete Registration

Create your password which must be between 4 and 15 characters in length and contain at least 2

numbers. Passwords expire every 2 months. Then click > you will then be brought to your homepage
within the Portal.
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Staffordshire Procurement « @

Supplier Network

Opportunities

Notifications 4 Auctions

0

Contracts

)

Orders Invoices

0 0
<

2. Home Screen Explained
Notifications — Displays any buyer notifications that require your attention.

Opportunities — Displays opportunities from UK organisations which use Proactis, allows you to
express an interest and submit your tender response.

Auctions — Displays available auctions

Contracts — Displays contracts awarded to your organisation

Customer Relationships — Search and manage trading requests between you and your customers
Customer Requests — Search and manage trading requests between you and your customers
Orders — Displays orders raised to your organisation.

Invoices — View, print and resend invoices to the customer.

3. Search for an Opportunity & Submit a Tender

Staffordshire Procurement o
Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Search by customer reference, title or customer name... ¥ Filters
Reference Customer Name Title Type Closing Date Time Remaining Show Me
RFQ_REQ1000020 National Trust test notice Advertised 01/02/2015 00:00 12 days 13 hours o
RFQ_REQ1000021 National Trust Rachel 2 stage Advertised 01/02/201500:00  12days 13hours o
ERFX1000292 Cardiff Council Provision of Training Services Advertised 10/03/201500:00 | 1month 22 days 0
ERFX1000270 Cardiff Council DPS - Domiciliary Care Provision Advertised 01/01/2017 00:00 More than ayear o
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Select ‘Opportunities’ which will display current opportunities or search in the search box. Click the ©
to view more information and to register your interest in the tender.

RFQ REQ1000020 National Trust

Opportunity | RFQ_REQ1000020

Description
Contract Start Date

Contract End Date

RFQ REQ1000021 National Trust

ERFX1000292 Cardiff Council

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.
Search by customer reference, title or customer name...

Reference Customer Name

Title

test notice

Delivery Address
Central Office
Heelis, Kemble Drive
Swindon

Wiltshire

SN2 2NA

UNITED KINGDOM

Purchasing Contact

Procurement Team
07778773481

alisa.hunter.gordon@proactis.com

Rachel 2stage

Provision of Training Services

Type

Advertised

Advertised

Staffordshire Procurement e

Closing Date Time Remaining ShowMe

01/02/201500:00 12 days 13 hours o

« Register Interest

01/02/201500:00

12 days 13 hours o

10/03/2015 00:00 1month 22 days o

To express your interest against an opportunity, click ‘Register Interest’. Your organisation will now
receive any communication regarding that opportunity. When you go back to the ‘Opportunities’ page,
your chosen tender will be labelled ‘Private’.

4. Create a Response

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Reference Customer Name
RFQ_REQ1000020 National Trust
RFQ_REQ1000021 National Trust
ERFX1000292 Cardiff Council
ERFX1000270 Cardiff Council

Search by customer reference, title or customer name...

Title

testnotice

Rachel 2stage

Provision of Training Services

DPS - Domiciliary Care Provision

Type

Advertised

Advertised

Private

Advertised

@ Information

Your interest in the opportunity
'was successfully withdrawn

Closing Date Time Remaining Show Me

01/02/201500:00  12days 9 hours
01/02/201500:00  12days 9 hours

05/03/201512:00  1month 17 days

(VAVEIVEV)

01/01/201700:00  More than ayear

Click © next to the opportunity that you have already registered interest for to show the actual

tender.

8|Page



Staffordshire Procurement (2]

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Search by customer reference, title or customer name... A Filters

Closing Date From Response Status
s P Include Expired?
Any o

Announcement Type Registered Interest?

Any v Yes -
Reference Customer Name Title Type Closing Date Time Remaining Show Me
RFQ_REQ1000020 National Trust test notice Advertised 01/02/2015 00:000 11days 8 hours
RFQ_REQ1000021 National Trust Rachel 2stage AdveN 01/02/2015 00:000 11days & hours

ERFX1000292 Cardiff Coundil Provision g

fing Services

Private 05/03/201512:00  1month 16 days

ERFX1000270

Cardiff Council DPS - Domiciliary Care Provision Advertised More than ayear

0000

You can use the ‘Filters’ button to search only for the tenders that you have expressed an interest in
by amending the drop down box.

Your Response | SRES1000003 SPTender + @

SP Tender Test

From here you can edit your response by completing the various steps within the wizard below, o process it using the options above.

( ‘ Attachments )

V' Request Documents (22)

/\ About You

Please use this text area to pyovide additional information

A Request Overview

Request | SREQ1000004

Customer Name

Allow multiple responses?
Staffordshire County Council

No

Title Allow response re-submit before deadline?
ST261 - PROVISION OF THE COUNTY FARMS SOLAR PV Yes

Description Delivery Date

CONTRACT FOR THE PROVISION OF THE COUNTY FARMS SOLAR PV PROJACT 07 April 2015

Staffordshire County Council recognises theneed to achieve its share of national ri\ewableenergy tarsetsand  Dalivery Address

Download and read the ‘Request Documentation’ that the buyer has provided as part of the tender.
Some of the documents need to be completed and returned to the buyer. The documents should be
saved to your own computer to allow you to work on the opportunity
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5. Returning a response

To do this supplier's should navigate back to the opportunity. To return a response you need to do
this this via the ‘Attachments’ button.

Your Response | SRES1000003 SPTender + @
o= o

From here you can edit your response by completing the various sp#bs within the wizard below, o process it using the options above.

“ Request Documents (22)

/A About You

Please use this text area to provide additional information

A Request Overview

Request | SREQ1000004

Customer Name Allow multiple responses?
Staffordshire County Council Mo

Title Allow response re-submit before deadline?
5T261 - PROVISION OF THE COUNTY FARMS SOLAR PV Yes

Delivery Date
OF Apell 2015

Delivery Address

Under the “Your Files” section, choose the attachment type then press the “Attach Files”, this will
lead you through the process. Once the file has been attached press “Upload Files”.

[E=SE=n ==

Q@P‘;"‘ https://supplierlive.proactisp2p.com/Qpportunities/Respense/Rfxir=na3#fadmdanllepg O ~ @ C H ] pRoA(ﬂs;/yerpmm |F§Ev°urnesponse SRES100225... * ‘ | S AR H
File Edit View Favorites Tools

5k I PROACTIS Buyer Portel ] Citrix Access Gateway ~ Goegle  HP Compaq6710b & Intranct HomePage  Intrg, Intranet e ~ =] d#h v Page~ Safetyv Toolsw

SP Tender w
SP Tender Test

Your Response | SRES1002258

From here you can edit your response by completing the various g¥eps within the wizard below, or process it using the options above.

@ I required please use the options below to add Attachpfents to your response. Select an attachment type, add or drag and drop a file and then dlick ‘Upload files".

Your Files

Attachment Type

General Document

l Or drag and drop files here

&% ITT Part 2 Compulgéry Questionniare.docx x

@® Upload riles

Uploaded Files

Name Type Download Remowve

()
o
g
O, e
2
=
<
@

PRI - I No items to display

Failure to both “attach” and “upload” for each document will result in documents not being
submitted. Please note the submit button will still function irrespective of whether documents
are attached or not.

10|Page



All uploaded files will then be listed below the “Uploaded Files” section. A file will have only been
successful if it highlights green and populates under this section.

If after you have selected the “Upload Files” button and your document gets a red bar across the
document name then this file has NOT uploaded and therefore it will not have been uploaded or
submitted.

Suppliers will have to try variations in re-uploading this — files size, file type, length of file name etc. as
there is a problem with the document. Normally the error occurs due to the file name being too long.

=i =
T hetps: /supplierlive prosctisplp. eom/ Opperunities Respense RixTr=rad8fadmdanTlepg O = @ © || K% PROACTIS Buyer Portal 9% Your Response SRESI00225... o, AT
Fie Edit View Favorites Took

3 li‘ PROACTIS Buyer Portal @] Citrix Access Gateway Google HP Compaq 67100 & | Intranet HomePage Intranet Intranet
= N/ Your Response | SRES1002258

=

1 e v Pagew Safetyr Tookw

9 SFfTender -

O 1 required please use the options below to add Attachments to your response. Select an attachment type. add or dragf/and drop a file and then dlick 'Upload files’,

Your Files

Attachment Type

General Docurnent

&2 astachfiles...

L Or drag and drop flles here

p
2

i Staffordshire County Council E-Tendering Portal User Guide 27.04.15 ) ©
)

— Uploaded Files
Mame Type Download Remave
ITT Part 2 Compulsary Questionniare General Document EI x
1 - » 1-1of 1 ltems

Please note the receiving meg limit is 10MB and generic documents is set to “any type of file”.

You can then review or remove any file if required. Use of the ‘Validate’ button may assist in showing
some areas of the tender you have not completed. Once you are happy with your submission and
have uploaded the correct documentation click ‘Submit’.

= Your O iti ,
pportunities @) OK.response
ﬁﬁ\ submitted!

From here you can review the requests that have been sent to you by customers and create responses.

ji Search by customer reference, title or customer name... + Filters

Once submitted you will receive a reference number / green flag (as shown above) together with a
confirmation email as shown here: -
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f facebook E twitter youtube staffordshire_

The contents of this e-mail and any attachments may be confidential. It is intended for the named recipients only. If you are not the named recipient, please notify the
sender and do not disclose the contents to any other party.

= Please ¢ ider the envir t before printing this email

From: norepl roactis.com [mailto:norepl roactis.com]
Sent: 25 August 2015 14:14

To: Staffordshire Procurement

Subject: Supplier Network Response Submission

The Buyer has received vour Response to this Opportunity. Please make a note of the Response Number for vour records:

Buver's Request Number: SREQ1000045
Your Response Number: SRES1000866
Date Submitted: 25/08/2015

Submitted By: SP Tender

Please retain this email as evidence of submission as without it the Council or Proactis cannot
progress any investigation into any perceived irregularity in submissions. Please check all inboxes
including spam folders for this email each time you ‘submit’.

6. To View or Send a Message/Clarification

Locate the tender you wish to raise a clarification about following the steps above.

Your Response | SRES1000003 SPTender (]

Icting the various steps within the wizard below, or process it using the options above.

From here you can edit your response by

< ‘ Attachments

V' Request Documents (22)

>

A\ About You

Please use this text area to provide Additional information

/N Request Overview

Request | SRE

Customer Name Allow multiple responses?

Staffordshire County Cpuncil No

Title Allow response re-submit before deadline?
5T261- PROVISIONJOF THE COUNTY FARMS SOLAR PV Yes

Description Delivery Date

CONTRACT FORJTHE PROVISION OF THE COUNTY FARMS SOLAR PV PROJECT 07 April 2015

Staffordshire Cglinty Council recognises the need to achieve its share of national renewable energy targets and Deliverv Address

Select ‘Messages’ and complete the boxes as required followed by ‘Send’. The buyer response will
also be displayed here.

Suppliers are advised to periodically check the system for messages from the buyer and not
be reliant on email prompts from the system
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