LGSS SUPPLIER GUIDE TO USING DUE NORTH

Click on ctrl + the link you need, to go to the relevant page:

Registering an Account

Contacting the Buyer (and Due North Contact Details)

NOTE: This guide that has been put together by LGSS Procurement to assist bidders in responding to LGSS tenders on Due North. Bidders using this guide
are still fully responsible for ensuring their responses are submitted correctly. Other support is also available in the form of a Due North helpdesk and Due
North user guides which are both referenced within this guide.




Registering an Account

e Go to www.lgssprocurementportal.co.uk

Click ‘Register free’

Log In

User Name

Forgotten your usermame or password?

Welcome to ProContract

Already registered?

Simply enter your chosen usemame and password and click "Continue'

MNew to ProContract?

Suppliers - If you are not currently registered on the ProContract procurement portal, you can
complete a simple registration process by clicking the following link - Register free

Migrated from ProContract Version 27

IT you are currently registered with a ProContract Wersion 2 procurement portal and the procurement
portal has migrated to Version 3 your details have been automatically transferred, howewver for security
and account validation you will be required to reset your password by following the instructions
outlined in the following link - Eirst fime login following migration

Still need help?

Please visit the help center where you can access an extensive help library, FAQ's, videos and guides

e You will then see a page of minimum IT requirements — please ensure that you read them and are sure you comply with them to ensure you can

access the site smoothly



http://www.lgssprocurementportal.co.uk/

Minimum and recommended system regquirements

Any intermet capable PGS will b= sble to sucoessfully use the Al Procurement spplication. recent tests highlighted no performance issues using s lsptop and

Apple eMac with the following specifications:

IEM Thinkpad - Intel Pentium 3 250Mhbz. 512MB RAM running Windows 2000 Professional Apple eMac - PowerPC G4 1Ghz, 1GB RAM running OSX 10.4.11

Please find detailed specifications below:

PC - Computer specifications

Processor
Operating system
Memaory

Intarnat browser

Screen display

Internet connection™

Apple Mac - Computer specification

Processor
Operating system
Memaory

Intarnat browser
Screen display

Internet connection™

iminn
Intelf/AMD Z00Mhz
Windows 85 and above f Linux
32 MB

Internet Explorer (Wersion 8)
Google Chrome (Wersion 32)
Firefox (Wersion 20}
Safari (Version 5.28)

Opera (Mersion 22)
200<E00 256 colours

56K Dislup

Minimum

Power PC 300Mhz
Mac OS5 9.0+

32 MB

Safari (Version 5.28)
200600 258 colours

56K Dialup

Recommendead

IntellAMD 1Ghz

Windows XP and above § Linux
1GB

Internet Explorer {Latest)
Google Chrome (Latest)
Firefox (Latest)
Safari [Latest)
Opera (Latest)

1024x785 22-bit colour

512k Broadband

Recommendead
Intel/iPower PC 1Ghz
Mac OS5

1GB

Safari (Latest)
1024782 22-bit colour

512k Sroadband

* Performance of uploads/downloads is directly relsted to the bandwidth/usage of your infernet connection. It may alse be affected by the configurstion of your computerintemet browser.

The bandwidth available at our dats centre supparts the highest sonnaction speeds availsbie. so you should abways get the best performance that your configuration provides.

== -

e Click ‘Continue’ at the bottom of the page

e On the next page you can begin to create your account by entering your information. Click ‘Next’ when completed




Register
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FEMEmSerT FOGT MEMcive INGamancn

Srglsh
Preferrsd fime 2ons
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e Click ‘Contact’ when information has been entered

e Onthe next page you will be asked to enter company information.




Register

5 Opportunities & T&Cs 7 Confirmation

MErKEd a5 oplionadl

Comgany name

Test124

Address

Testyils

County

Marthamgtonshire

Pastal code ! zip

Country
United Kingdom
VWebsite [optional)
hittp:ifweerw. example.com

Repistration number [opticnal)

VAT number {optional)

e Click ‘Continue’ when finished
e  You will then be asked to add a company description and set your company classification.



Register

 Requirsments 4 Contactinfo % Gompany info oDesuiption 5 Opporiuniies € T&Cs 7 Confirmation

Classifications

Please check al fhat apply. This information is wsed for reporting purposes only.
Legal Status of Organisation

[] Charitable Incorporated Organisation (CHO)

Company description [ Comrnunity Interest Company (CIC)

Promate your company to potential buyers i
[] General Partnarship

[ Industrizl & Provident Socisty

[ Limited Liability Fartnership {LLF}

[ Limited Partnership

[] Private Company Limit=d by Guarantes (LTD)

[ Priuate Limited Company (LT

[] Public Limited Company (FLC)

[] Sole Trader

[ Unlimited Companmy

[ Orther

Comgany keywords

Improve your company’s searchability by entering & number of keywords

Further Organisation Detail (optional)

[ Public Sector Organisation

1. [] Social Enterpris= Pariner

[ Liwing VW=pe

[] Ent=rprises

[ Charity

[ A Company Owned & Mansged Sy Women
[ Black and Minority Ethnic {EME)} Organisation
[] Socisl Enterprise (SE)

[] Franchiss

[ Woluntary Community Sector (WCS)

[ Mutual

e Onthe next page, type a word related to your business and click search. Make sure the boxes next to the relevant categories are checked and then
click ‘Select Categories’. Click ‘Continue’.




You will now receive email alerts notifying you when a PQQ/ ITT is posted that contains the categories you have selected in registration.
Click ‘Search/ Select Categories’ and add areas of interest.

On this page you will also be able to choose who you receive notifications from

Requirements [« Contactinfo |[4# Company info (4 Description °0pp0rtunities 6 T&Cs 7 Confirmation

We require all this information to create your account unless marked as optional.

Categories
Have opportunifies in the following categonies emailed to you.

Select categories

Regions

Limit opportunities that you are emailed about to regions you supply.

Select regions
W Back Cancel

e Once you have chosen, click ‘Continue’




e You will now be asked to accept the privacy policy and Due North’s terms and conditions

" Requirements | 4" Contactinfo 4" Company info (4" Description (4" Opportunities oT&CS 7 Confirmation
Due north terms and conditions

Due North Limited
Terms and Conditions of use

Acceptance of Terms
The Website may provide communicaticn tools such as email, bulletin boards, chat areas, news groups, classifieds, forums and/or other message or
communication facilities ("the Services”) designed to enable you to communicate with others. Unless stated otherwise the Services are for your personal and

organisation’s use only. Your access to and use of www.nepoportal.org ("the Website") and the Services outlined, are subject exclusively to these Terms and
Conditions

You will not use the Website/Services for any purpose that is unlawful or prohibited by these Terms and Conditions. By using the Website/Services you are
fully accepting the terms, conditions and disclaimers contained in this notice. If you do not accept these Terms and Conditions you must immediately stop
using the Website/Services

Due North Limited reserves the right to update or amend these Terms and Conditions at any time and your continued use of the Website/Services following

any changes shall be deemed to be your acceptance of such change. It is therefore your responsibility to check the Terms and Conditions regularly for any
changes.

International Use

You agree to comply with all applicable laws regarding the transmission of technical data exported from the United Kingdom or the country in which you resid

Privacy policy

What is this Privacy Policy for?

This privacy policy is for this website http://procentract. due-north.com/ and served by Due North and governs the privacy of its users who choose to use it
The policy sets out the different areas where user privacy is concemed and outlines the obligations & requirements of the users, the website and website
owners. Furthermore the way this website processes, stores and protects user data and information will alse be detailed within this policy

The Website

This website and its owners take a proactive approach to user privacy and ensure the necessary steps are taken to protect the privacy of its users throughout
their visiting experience. This website complies with all UK national laws and requirements for user privacy

Use of Cool

This website uses cookies to better the users experience while visiting the website. Where applicable this website uses a cookie control system allowing the
user on their first visit to the website to allow or disallow the use of cookies on their computer / device. This complies with recent legislation requirements for
websites to obtain explicit consent from users before leaving behind or reading files such as cockies on a user's computer / device.

Cookies are small files saved to the user's computer's hard drive that track, save and store information about the user's interactions and usage of the website.
This allows the website, through its server o provide the users with a tailored experience within this website.

Users are advised that if they wish to deny the use and saving of cookies from this website on to their computers hard drive they should take necessary steps
within their web browsers security settings to block all cockies from this website and its external serving vendors

{¥! You must agree to all conditions to continue




If you agree to both then check the associated boxed and click ‘Continue’
On the next page you will see an overview of your registration details
Click ‘Submit Registration” when ready

Register
W Requirements W Contact info | w* Company info | ript w* Opportunities | w | T&Cs occmﬁrmaﬁon

Name
Job ute
Departmant
Tetephone a0oan 000000
Fax
mMobile
User name mgriMine4a0
Emall BrocurementsuppOTEIgee. co Uk

Company name Testizz

Asdress Teswme,
Testme,
Morthamplonsnire,
MNA TYD
Unmea KIngoom

L
ragesranon numpar s
AT numpar s
Compary aescrpton e ane
eaywenas Transpon, Tax, Gar, Sus
rumDer or smpioyses 10
Lagas Seanss of Orgamsanor Sais Traser

Fumner Crgamsstan Cean

Categonies 22000000 - Buliding 3nd Constnuction Machinery and Accessaries

meagions UK - UNITED SINGDOM

ProContract

brought to you by HUE hd

Thank You

Thank you for registering your details. Your registration will be assessed and you will be notified of the outcome in due course.

. You have now completed your registration and will receive two emails (username and password)

Return to the home page to login


https://uat2.due-north.com/NBC/supplier.nsf

Contacting the Buyer

All communications with the buyer must be through the Due North messaging system

The Buyer can only answer questions relating to the contract. For technical queries about the system, Due North must be contacted on:
o 01670597 137
o support@due-north.com

Log in to Due North

Find the opportunity you are responding to and click on the title of it
Click ‘View Discussions

Click ‘Create New Message’

Enter the details of your message and click ‘send’

New message

To: Project team
Subject:

Attachments:

" Send message | Cance

e You will be able to read received messages in the same ‘View Discussions’ link
e When you receive a reply to your message, you will be notified via procontract-notifications@due-north.com



mailto:support@due-north.com
mailto:procontract-notifications@due-north.com

Where Potential Providers create a primary account on the LGSS eSourcing Portal (Due North), the software will also allow for additional accounts
to be registered. However, Potential Providers must note that additional accounts run independently from any accounts already set up. Account
Holders will receive a separate Username and Password and PQQs/ ITTs are not visible between accounts. This means that auto-alert emails such as
the notification of a newly published message will only be sent to the account that registers their interest to this ITT.

Account Holders from the same Organisation who wish to work on the same PQQs/ITTs and/or cover each other for leave/sickness may wish to
share the existing primary account. To facilitate this, the email address on the primary account can be changed to a generic, group email so that all
Users who have access to the account can pick up on alerts and updates.




