
Screenshots on how to tender 

 

 

• Log into Proactis Supplier Network from Google 

 

 

 

 

 

 

 

 

 

 



• Enter your username and password 

 

 

 

 

 

 

 

 

 

 



 

1. Search via Notifications or Opportunities – by clicking the Grey or the Red button. 

 

 

 

 

 

 

 

 

 

 

 



• Where this screenshot says Test – Type in Staffordshire County Council 

• Search the list that becomes available for IA1349 DPS and then Click  -   Show me > 

 

 

 

 

 

 

 

 

 

 

 



• On this page first search under requested documents – just under the GENERAL 

tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 



• Here you will have a list of documents important to the tender process for you to 

open and read. 

 

 

 

 

 

 

 

 

 

 

 

 



• Then go into the QUESTIONS tab. 

• Complete the questions section by section 

• For mandatory information you will not be able to proceed unless the question is 

answered. 

• Some questions require your input – others require to make a selection. 

• Any supporting documents must be scanned into your documents and attached. 

 

 

 

 

You can click the save draft at the top of the page if you wish to complete in sections. 

 

 

 

 



• These next few pages are examples of prompts you may see and what the pages will 

look like to you. 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

• If you wish to contact us at all you must contact us through this system by clicking 

messages and sending us a message. 

 

Once you are happy with your submission click Submit and you will be  

emailed with a reference number. 

 

You will receive a response to the tender analysis by this system and by 

email. 


