[bookmark: _GoBack]How to obtain tender/Quote documentations

Any Supplier who is interested in this opportunity can obtain documents via the YORtender portal; https://www.yortender.co.uk. If you are already registered on YORtender please follow the instructions below. If you are not registered on the system you will need to do so first, before you can obtain the documents. The system is free to register and is utilised by 21 Council’s within the Yorkshire & Humber region who utilise this portal to publish tender/quote opportunities.


Supplier Guidance for YORtender
Log on (https://www.yortender.co.uk.), Find Opportunity, Register Interest, Submit Response.

1.	Log in to YORtender/Proactis home page (user name/password).
2.	Select “Find Opportunities” within Opportunities table.
3.	Within “Narrow your Results” table. Portals, select YORtender. 
	Organisations, select Hull City Council. Scroll to the bottom of the page and select “Update”.
4.	Select the opportunity you are interested in by selecting the title and left click on mouse.
5.	Select “Register interest in this opportunity” (green tab). Once selected this shades out.
6.	Select “My Activities”, within Activities drop down, select Hull City Council and select “Update” (green tab).
7.	 Select your interested opportunity.
8.	The Expression of interest table should state Accepted. Within the box above, select “Start”. This will bring you to the activity information with all tender attachments.
9.	Download the SSQ and other relevant tender documentation (word document and complete).
10.	Select “Start My Response” and follow steps to upload your completed submission.
