
 

 

 
 

Atamis Supplier Response Instructions 
 
Introduction  
 
This document explains how to input and submit a response through Atamis, the Health Family 
eCommercial System.  
 
IMPORTANT: Please read all of this document before preparing you start inputting a 
response.  
 
Finding an Opportunity  
 
Opportunities are managed through the “My Proposals and Quotes”, “Find Opportunities” and 
“Message Centre”.  
 

 
 
Find Opportunities  
 
Select “Find Opportunities” from the supplier home screen. Use the “Sort by:” facility to identify 
opportunities that you are interested in. Select the bold blue title to select the opportunity.  
 
 

 
 
 
 
Review opportunity details. If the contract is currently valid, you may access supporting 
documents and register interest in it.  



 

 

 
Once you have registered an interest, the opportunity will appear in “My proposals and quotes” 
  

 

 
 
As you select an opportunity, you can review documents, send clarification messages, 
submit the response or Decline to respond, if you decide not to participate in the opportunity,  

 
 
Completing a response  
 
You are able to complete a response through direct input to Atamis, or you can to choose to 
export questions to excel and complete text responses “offline”, before uploading the text 
responses and then adding requested attachments. 
 
Completing a response Offline 
 
If you’d prefer to work on your responses off-line, you can download the requirements for this 

section and the responses you’ve completed so far by clicking Download. Note that Text Area 

and Attachment type responses are excluded from this download – you need to complete 

those directly in the system. 

 



 

 

 
 
To upload your changes, you must keep exactly the same file format, i.e. CSV file with the 
same column headings. If you are entering currency values, avoid using pound signs and 
commas, e.g. enter “1000.00” and not “£1,000.00”. Remember to pay attention to any 
character limits on textual responses. If any responses fail the validation you’ll be notified. 
 

 
 
You will be notified if any of your responses fail to upload. 



 

 

 
 
Completing an online response  
 
If you’d prefer to work on your responses online, you can complete requirements within the 
system by clicking into the relevant ‘Requirement Section’. 
 

 
 
Select the relevant question to go into it and provide your response. Responses may be 
‘Optional’, ‘Required’, or ‘No Response’. The flag icon changes colour based on whether you 

are still required to provide an input.  Indicates that you need to provide an input.  
Indicates that a response has been provided but not ‘Completed’ or that a response is optional. 

 Indicates a complete response or a requirement that does not require a response.  
 
 



 

 

 
 
Input your response and click ‘Save’ or use the arrows to move to the next requirement. Your 
input will be saved if you move to the next requirement. 
 
You do not need to check the ‘Completed?’ checkbox for every response though you are 

welcome to do so if you would like to flag that response as . The system will automatically 
check any unchecked ‘Completed?’ boxes when you Submit. 
 

 
 
Once you have completed all of the required responses you can Submit your response.  
 

 
 



 

 

 
Atamis Helpdesk   
 
Suppliers can contact the Atamis helpdesk at support-health@atamis.co.uk or by calling 0800 
9956035 for technical assistance when completing responses.  
 
 
 


