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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 notification 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)
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Staffordshire County Council E-Tendering Portal User Guide

Important Information - Points to remember

It is the supplier's responsibility to ensure that a copy of ALL documentation is retained by the
supplier prior to any submission.

The supplier is required to download this document (and any other) from the portal to a
secure location on their own server / computer drive. From this location the supplier is then
able to populate and save the questionnaire as requested.

Please ensure no individual attachment is greater than 10MB in file/memory size.
It is recommended that all submissions are PDF formatted prior to submission.

Ensure that no uploaded portal attachments possess any software virus that prevents the
County Council opening the documents post-deadline. Ensure also that any software media /
file types used are commonplace to the County Council and that file types are not corrupt
when uploaded. It is always recommended to present documents in a PDF format to
avoid such issues. The County Council reserves the right to disqualify any tender
submission which cannot be opened (for the reasons discussed) post-deadline.

NOTE - It is the suppliers’ responsibility to maintain an ‘active’ tender account throughout the
process. Accounts tend to become inactive if a supplier mistakenly keys-in an incorrect
password several times. It is not the responsibility of the Council to monitor the status of
tenderer accounts. Please note for suppliers’ who are subsidiaries or franchises of an
organisation you will need to have your own email account and register for a password unique
to your organisation.

Please be aware that any tender communications may not be available to view if an account
is inactive. In the first instance, please contact the Buyer direct to get the account re-instated.
Itis required that the supplier regularly checks the status of their tender accounts during a
procurement. The Council is not responsible for any missed communications (or the
consequences) due to inactive accounts or periods where suppliers take annual leave etc.

It is the suppliers responsibility to update the eTendering portal with any changes in its
staffing

All returns must be made via the portal only and within the stated timescales.

Suppliers are required to submit all clarification questions which arise during the Procurement
period in writing using the eTendering portal only

Suppliers who decide that they do not wish to apply for an opportunity once they have
registered an interest can decline the opportunity. This makes the supplier “inactive” on the
opportunity and you will no longer receive dialgoues or alerts for that opportunity.



1. Supplier Self Registration

The portal can be found at https://www.proactisplaza.com/
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Don't have an account? Sigg up

Have you been invited?
Access Code

» Go

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

S}g Self Registration

Register on our Supplier Network

Piease follow these simple steps to register

| 1. Enter the follos o and ciick the Regt B
it 2. Anactivation emall vl be sznt to the emall address of your Primary Contact.

| 3. Click contalned your account.

Not received your activation email yet? Click hare.

Organisation Name

Organisation Name % Organisation 1D %
Organisation Details

Property Name/Number % Address 1%
Address 2 Town X

County Postcode %
Country

UNITED KINGDOM v

Primary Contact Detalls

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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| Thank you, your Registration is being processed

1. Anactivation email has been sent ta the emall address of your primary contact.
E 2. Qlickon the link contalned within the emall to activate your account.

i

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

82

e

N . . " « Staffordshire Procurement
Self Registration | Organisation Details caiiamer v

« B GG »

Organisation Type ¥

/\ Organisation Detalils

Organisation ID %
SCCe

{ public Company

Organlsation Name %

scc [ Limited Liability Company
Registration Number @ -
i Partnership
Not Applicable

VAT Number @ Sole Trader

Not Applicable { " Limited Liability Partnership
DUNS Number @
i Government Body
Not Applicable
{ | Third Sector

A\ Construction Industry Scheme (CIS) Details

None

Complete the fields or select ‘Not Applicable’. Once complete click the next arrow ? 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 X

Address 1% County

Address 2 Postcode *

Address3 Country
UNITED KINGDOM

Address 4

AlPage



To amend an address, click the pencil° . 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

User Details Contact Type

LoginMamex

]

Telephone Number %
First Name * Mobile Number
Surname % Fax Number

Email Address: % Address:
1Stafford 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 v @
scc

?f@ Self Registration | Classifications
T - o -
jEaH  annog

Avallable Added

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

» | 0GO00000:

> 09000000: 2r sources of enersy.

+ [ 14000000: 1
v 114200000:S2nd and dlay.

» 14300000 Chemical snd fertifiser minsrals.

» fl-t-!mooo:sahandmsaﬂamdioﬁde : 0 e o | @@ O
» | 14500000: Related m'ning and quarying products. 0
v 1146000001 Matal ores snd alloys. =,
» ] 14700000: Baste metais. i 6 o i ﬁ mo
» }14800000: Miscellznzous non-metaffic minaral products.
y 14 Y
> 15000000: bo \—1 2" mo
» 16000000: Agricultural mach'rery.
» | 18000000: C 28356 artick - 3
TS s e o oo
¥ -
) 24000000: Chenvcal products. b O | l ij -
> i =

30000000 Offit

= yssIp——y A (Y

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

Staffordshire Procurement @
scc

Q’ﬂ Self Registration | Buyers

jaonn - nunng

Title Tovm Post Code County Country

Select Buyer Organisations

AB Ports London ViC2B4KN UNITED KINGDOM

Bassetlzw District Cound! Waorksop $502AH Nottinghamshire UNITED KINGDOM

Bedford Porough Cound) Bedford MKA2 9AP Padfordshire UNITED KINGDOM

Blzansu Guent County Boroush Coundl EbbwVale NP236XE UNITED KINGDOM

Bridgewater Associstes Bridgzvater UNITED STATES

Bristo! City Council Bristol UNITED KINGCOM [
Cancer Rezearch UK Lordon EC25GT UNITED KINGDOM

Cardiff Coundl Cardiff CF104UW UNITED KINGDOM {
Chartered Institute of Managemsznt Accountants. Lordon SWIP4NP UNITED KINGDOM

Civica Boroush Coundl Luton LU48sP Bedfordshira UNITED KINGDOM

Ceilita Newtownmeountkennsdy Co. Wicklow IRELAND

Coventry City Council Cowentry vi2rw UNITED KINGDOM

East Midands Stratez’c Commerdal Unit Amold NGS 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 ? tomove on.
Step Six: Primary Contact Details

Staffordshire Procurement + @
- 5

Qﬁ Self Registration | Primary Contact Details

‘ nanon  anl

Primary Contact Detalls

Organisation Name

Login Name

ADNN

First Name %
Staffordshire

Surname ¥

Procurement

Email Address: x
alisonmorzan@stafiordshire gov.uk

Telephone Number x
01785854654

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

and click ? to move to Step Seven.
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Step Seven: Terms and Conditions

" " o Staffordshire Procurement
Qﬂ Self Registration | Terms and Conditions ot v @

jooaonan - o

Terms and Conditions

PROACTIS GROUP LIMITED
USER LICENCE

YOUMUST READ THE FOLLOWING BEFORE CONTINUING

The use of the softvare provided by PROACTIS Group Limited is subi
2zree to b bound by tha terms and conditions of the Uszr Licenca at sl times. If

e. it
User Li of 3 firmor
1fyoudonot agrea to b2 bound by tha User Licence you will not be able to activate and usa the Software.

Licenc

User Licence. By

il Li User License and that you
youviarrant that you have the autharity to doso.

1. Definitions and INTERPRETATION

i llhavereadand understood the Terms and Canditions 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

§

. Vs .y Staffordshire Procurement
;ﬂ Self Registration | Finish 0
3

Your Login Detalls

Organisation Name New Password % ©

Organisation ID

scct

Repeat Password

Login Name

£DMIN

« 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 + €
S

| 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 + &
scc

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 Tite Type Ciosing Date Tima Remain'ng | ShavMe
RFQ_REQ1000020 Natios! Trust testrotice Advertised 01,02/201500:00 = 12d3ys 13hours | o
RFQ_REQ1000021 Nations! Trust Rachel 2stag= Advertised 01/02/20150000 | 12d3ys 13 hours ; o
ERFX1000292 Cardiff Coundil Proviion of Traln'ng Services Advertised | 1006720150000 1month22diys 0
ERFX1000270 Cardiff Coundl] DPS3 - Dorricifary Care Pravision Advertized 0101720170000  Morethanayesr | o
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