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Introduction

This Step-By-Step Guide is provided to assist you in using the (In-tend) e-tendering system.
Once you have registered, you will be able to maintain your company information, return
tender submissions and maintain company/contract documentation in a secure area via the
internet.

If you encounter any difficulties whilst using the system you can contact out Support team by
phoning 0844 2728810 or emailing support@in-tend.co.uk

Registering on the e-Tendering system

Visit https://in-tendhost.co.uk/noecpc to access the (In-tend) supplier portal.

From the homepage click on Register

L INHS

North of England
Commercial Procurement Collaborative

r"a” Address : | Welcome to the NOE-CPC electronic tendering process

Password : From this web site you can

| | = View a list of tenders/centracts/guotations.

= Wiew information on contracts that have already been awarded.
+ Express interest in a particular tender or quotation.

» Receive tender and/or guotation documentation

= Safely return your tender or gquotation documents.

orgotte 3 * Send and receive comespondence.

. How do | get started ?

Register

= To browse the list of tenders and guotations select the Tenders option. If you are interested in any of those listed, click the View Details
button for further information and o express your interest

= To gain full access to this web site you must register your company / organisation using the Register option.

= When your registration has been accepted, you will receive an email containing your Login Information.

in-community

NOTE: Please be aware that failure + Once you have received your Login Informafion, or if you are already a registered user, select the Login opfion.
to provide cormrect login information
three times will result in your For more information on using the web site select the Help oplion.

account being locked

User ID: N/A Copyright @ 2012 In-Tend Limited. All Rights Reserved. Version: 03.03.03.01 Secured

Add In-Tend® to my favourites
User: Guest Date: 29/08/2013

Company: N/A Server: VSUPWEB2

2013-11-20
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Registration process

As part of the simple registration form you will be asked to complete your Company Details,
Company Contact Details and Primary User Details. Email alerts and actions will be sent
to the email addresses you provide, so if possible it is useful to enter a general company
email address in the Primary User Details section such as info@ *****.co.uk.

For cases where this person or inbox may be unavailable, we strongly recommended you
add an Additional User (located at the bottom of the screen) so they can gain access to the
site and also receive a copy of the emails. All Yellow fields are mandatory

Registration

[SUPSLS Tl  Business Classifications | Company Categories | Policies | Disclaimer

In order to gain full access to this website you must register your company / organisation details

If you believe that your company / organisation has already registered on this site but you are a new user who requires access, please contact one of the existing
registered contacts and ask them to add you as a new contact

PLEASE NOTE: Yellow fields are MANDATORY

ﬂ Company Details

Company Reg No : | ‘ 1do not have a Company Reg Number r

Company Name : | ‘ Address Line 1: ‘ |
Address Line 2: | ‘ Town/City : ‘ |
County/State : | ‘ Postcode/Zip : ‘ |
Country : United Kingdom [=]  Structure: Associated Firm =

— | 1 Fam I |

Wl fte | [er AL SR Py |

Conmt Flrst Mamsr | Covniact Last Plame |
Telepliise | ] # Mad | |
Confiem ¢ Wl [ | Punsword [ |

[T e |

N v immmrrnbed s it bt prararp ol o i smailobe, sl et of Gl e et e s ey s <3 b atds o i e

Wik gy s sy vy astel o et sl et 1 1 v |, barmrevey e T gl b s pete yies sy g T s el sl bl an ey
et bty an o Bk,
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Whilst registering you may only add one additional point of contact, however after the
registration is complete you may login to your account and add as many additional contacts

as you like.

H s o commeradid Tos itstions, sy the prievsry conkact B not seallble, sdditional peisby ol comtact S e o they weould vl be sble 69 gais Soea

Wikiler 1 it o] i by iy il ot Sctal prodet o ¢ rrlad . barersvey SPUe The | pali athion i (orpkene yoe Sy ajin 16 e s ot s add s vy
sekditinnal oty an o Bhe,

Hebephons : | o sl |
Coadliwws ¢ Msd [ Prisand |
Confirm Fawwoed |

In the Business Classifications tab you are able to add the business category codes
relevant to your company. Enter a keyword or click on the search button to see the full list of
available categories. Click the blue + symbol to add a category you require. You can add
multiple categories.

Company Details |[J:NEATRGLES UL Company Categories
| EmES
Category Title r

Unspecified + |2
E A Fisheries/Forestry/} 0o Supplies & Services —+ B
A Audio-Visual & Multimedia +
c Catering Supplies & Services +
K Computer Supplies & Services +
w Estates & Buildings +
3 Eurnibisea Eumichinae & tailec + -
Category Title

Register My Company
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In the Company Categories tab you are able to tick any of the categories that apply to your
company.

[
|V]'T€V]d procurement solutions

Home Supplier Guidance Messages

Registration

Company Details | Business Classifications | [RCUISSGEENS  Policies | Disclaimer

‘

Black and Minority Ethnic Organisations (BME)
G ity and Voluntary O isati (Vo) -
Community Interest Companies (CIC)

Companies owned or managed by women
Enterprises

Environmentally Friendly suppliers (and products)
Fair Trade suppliers (and products)

International Organisation

Large Organisation (250+ employees)
Medium-sized Organisation (50-249 employees)
Micro Organisation (<10 Employees)

Small Organisation (10-49 employees)

Social Enterprise Partnership

Sodial Enterprises (SE)

Register My Company

In the Policies tab you are able to tick any of the listed polices that your company currently
holds

Registration

Company Details Business Classifications Company Categories Policies Disclaimer

i Environmental Policy

i Equal Opportunites Policy ‘
i Health & Safety Policy

Public Liability Insurance Policy

Register My Company h

Once you are happy with the details click on Register My Company

You should not register your company more than once, unless they are under a separate
company registration number. If your company has several locations, register the company
against the head office and add contact details for individuals at the different locations. You
can add one additional user at the time of registration. Once registered, you can add several
contacts in the Company Details section.
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Once registration is complete, the system will then thank you for registering and inform you
that your details are being processed. You will then shortly receive an email with
confirmation of your email and password.

Thank you for registering

anil Ou 1or MgAETTG Wit T oMoy S on lnciinng wes

I e Prirh

o iy SIS GRSerER L 10, B8 wil ik b SeTancer of Pl -Till BOSPRE Bl dnswert

N PR 3 Tl TR B, - g e Do D 1 R

Managing your Company Details

If you need to update your company information you can do this from the Company Details
section on the top menu bar. From here you can edit/add information regarding the
company, contact details, company documents and business classifications.

Company Details

Details Documents Business Categories Contact Details

Company | Banking | Insurance | Other | Acaeditation | Categories | Policies | Disclaimer | Summary

Company Name : | DG Services Industries (test)
Other Name : |
Address Line 1: | Gleneagles House

Address Line 2: |

Address Line 3 : |

Address Line 4: |

Postcode : [cE1 1up

Country : |United Kingdom
Structure : |Please select an item...
VAT No: |

Telephone : | 0844 272 8810

Fax: |

Website :

Company e-Mail :

Enquiries e-Mail :

Health and Safety e-Mail :

S| | | | |

Publish e-Mail : | dgservices@email.com

Save Details

Please note that it is important that you do keep your details up to date,
particularly your contact email addresses as you may miss out on tender
opportunities which may be of interest.
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Tender Opportunities

To access tender opportunities hover over the Tenders section at the top menu bar and
then click on Current, this will provide you with a full list of current tender opportunities. For
a tender that you are interested in you should click View Details

From the Tender Management screen you are able to Express Interest in the tender.

Tender Management

Tithe © PR L T T enep—

Rebarints &LD

Cprna | Fuh Gy
Conte st Sart

Tt aat Bndd IRTL
[rabr dosrearnyis 1 on b regparstedd anld
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You will then be asked to either log into an existing account or register a new one.

Once you have expressed your interest you will instantly see an update as to your status in
the tender process and it will tell you that your expression of interest is being processed.

Tender Managemert
|

Fomal | Epressssn of imiereal n the tender 18 bemg rogessaed by us

Conftst : Fusth Qamiblng

Corivati 1 Vs
Conemenit End TR LA

[ratr dasreenis Lan b reoparvied) undd

Once your expression of interest is received and accepted by the organisation (this may not
happen straight away) you should receive an email saying that you have received tender
documents and you should login to the secure area of the website to access them. If
documents are immediately available, you will be taken straight to the latest tender stage
screen.

If you are not currently logged in, from the homepage you should enter your email address
and password then click Login.

e-Mail Address :

Password :

Login
e —

Forgotten Details
| ——

Register

NOTE: Flease be aware that failure
to provide correct login information
three times will result im your
account being locked

*Please note that you are given three attempts to enter your email address and password.
Please ensure you click the Forgotten your Password button if you cannot remember your
details otherwise your account will be locked!

Page 8 of 18

In-Tend Limited is a company registered in England and Wales.
Companv Registration Number: 5845701 ¢ VAT Registration number: GB 886 4167 79



I V] -I-e V] d Procurement Solutions

Locked Account

If you enter your password incorrect 3 times then your account will become locked.

This can be unlocked by clicking the “Unlock Account” button.

¥our account has been locked.

Your account has been locked, To unlock your
account click the Unlock Account button below

Message

An e-Mail has been sent to your account with instructions on how to unlock your
account.

An email will be automatically sent to your registered email address containing a link which
can be used to unlock your account.
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Once you are logged in, go to the Tenders section at the top menu bar and click on My
Tenders, find the tender that you are dealing with and click View Details. From the Tender
Management section, you can easily see what your status is within the tender process. You
will be able to see tabs running across the top. When the stage & documents are published,
this will be available from the stage tab (ITT) in this example

Confsf Furh Gambleng

Caemesit Wiart

Cinreaat frdl

OO S Sap——— -

Submit Tender Return

If you click on this tab (e.g. ‘ITT’) you will go into the section where you can access the
tender documents. At the top of this section you will see instructions as to how to attach and
submit documents which you should read carefully as they talk you through step by step.
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In this section you will see the follow headings:

e Tender Documents Received: View and/or download tender documents received

e My Tender Return: If any mandatory documents have been requested, they will be
shown in the My Tender Return section against a Red button. You will need to
attach them using the Attach Documents button within the My Tender Return
section at the bottom of this screen.
If a Questionnaire is required to be completed, it will be shown in Red and marked
Not Started in the My Tender Return section. It is mandatory that any
Questionnaire’s must be completed.

o Attach Documents (if available): Attach any additional documents you wish to return
as part of your tender submission; these will upload to the My Tender Return section.

e Submit Return: Click the Submit Return button only when you are completely happy
that you have all the documents uploaded that you need to submit.

¥ avy mangatony S00uments have been requested they wil be & o My Toader Returm 1acton sgandt 3 Bad Bution You wil reed 10 STACH T Usng the
Attach Documents > t40n witvr e My Temder Return secton 1o the Softor of % scoeen
Y & Questannars i reaund 59 be compiened. it sl e thows o Bl and maried Not SEarted o the My Tonder Return sonon X 4 mandstory Tt »

Snanel BOCMTDS you wih 13 Beberet as DT oF yous feacher seie + D Attach Do ety bo S 1 My Toncer Raturn oot
== sccew = the My Tender Returs 1ecsoe

L When pow S conepieted M e sbove stepn and re ready 16 Subravl your Tencer seturs, <5k the sad Swlenit Retirn ot the Suttons of th pege

Clasing Oute
Stage Start Dute 08122033
Progect Titke

Project Description

Tender Dostumerh, Eacerend Usme i Uprtians

I o - Pl | bbby a1 F rit 00E (0 Wi
el Py wl r bl Bender Brtwrm - o Bl b Dhoq mmenhs -
- . ot -~
Whe yoas b epirind sl o shove vepn snd e seady o wibmud yos lender retum b o Sudi Brtues Sotizn
T -
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Once you have submitted your return you will be able to view a Return Receipt which
confirms all the details of your submission. This will always be available to view within the
History tab.

Tamig = AT BamoRery COMMERCT
T
Sastenanel A1
Submimed By 4 Peron
Satemied Iy o MAsd] : 1 parunie s

[ armavls Fotastremd © 1 devmai

B AATCE HARSS Beppiet (o [Haalh And Sately

If for any reason you wish to amend your return you may be able to do so by going into the
stage tab again. The screen visible will show you all the documents that you returned as part
of your original submission. If you want to remove any documents or add additional
documents you can do this now.

Please note you should ensure that ALL the documents which you wish to be
evaluated as part of your tender return are included in the My Tender Return section
before you click on Modify Return as you are overiding the first return!

Tevder Do umer, B hend L Pl b Unpitbars

erTiend sanple Sapplar renermece P — o “mm

L Tavad aivagint MBc, Py - Supilets S0

= - SRMILLL

Page 12 of 18

In-Tend Limited is a company registered in England and Wales.
Companv Registration Number: 5845701 ¢ VAT Registration number: GB 886 4167 79



I VI -I-e V] d Procurement Solutions

Correspondence

This procedure is used to receive and send a communication regarding a tender/contract via
the website.

If you receive Correspondence you will firstly receive an email alert informing you of this.
You will need to login to the secure area of the system to view it. When you first login you
will see on the homepage in red a prompt to say that there are unread correspondence. |If
you click on the link it will take you straight through to the message.

70U 38 Iohved in cick My Tenders wnur Tenders. This i whers you wil Sa 300 X0 Vi 3y SOCImenS /o
8 YOO PR 400 CIOCH YO CYOGrens & e WOoet

A e Tenders buson hom e 8000 of e page From s ol Rave 3CC0ms 0 3 it of
v P P

e Borenl I 3 Jender CX ¢ B " Sere you
Wden Seect e View Detas Dunon e B 00ress wierest v e ERprens interest DU
wn T PLEry OF pondt COPRALONONACH (0K 10 MNSSAges Dutiy
VAN € b e M SA0es TS 00 e Send COrTesgondence
Companry prOCurerment pohcies and welisbves

- SO CORCRE BNE MEatvEt DSOS CICK 50 T IROWSG Wk
SR WA I 20 0 4

Alternatively, you can view the message through the Tender Management screen where it
will tell you in brackets how many correspondence there are in the Correspondence tab. You
can view the message, view any attachments and also make a reply.

Fimad PO Nk Dl F 8 ] Dy WS

Homs  Meyers Profle ([T
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Clarifications

If there are any Clarifications made against the tender you can access them by viewing the
tender details and a new tab will appear. It will tell you how many clarifications there are in
brackets. Click on the Clarifications tab to view.

Tender Management

Fimad TEHLES hadrk Dl § 6wl [y e

Demiriphian:

NB. If you require clarification regarding the tender you should send your clarification request
via Correspondence

Actions

This procedure is used to send you tasks which should be completed by a certain date. The
system will send out automatic reminders for you to complete Actions.

If you receive an Action email, log in to your homepage and a red link will appear on screen.

Click on the red link or hover over Messages at the top menu bar and then click Actions.

e Aot
Comaa A Dt Welcome to the secure area of the web site

What 30 | 00 ment?

TO 500 3 bt Of 30 N000rs pOu e DVONES 1 Chex My Tenders A0 Tenders TIes i whees you wil 26 306 20 vt By SO0 TS 1O
0 pert IRE PO PeteIT K K YOF DIOgTess on e Jor

Aders TRTION DOT e My Dar 3 106 Of T Dage From Nere rou il Mave 000w 10 2 it of
™ P00 o0 L0 SIETIN eteeit v e EXpress interest Do
PALOOOEACE (M Tt Netaages DUty
© S B Menaapes Buton 3t seect Send Commpondence
Company procarement pobices and Ietistves

o For Armer miuewanon 0n COmpany DITCeament (OR @S nd mviativey (lease Ok 0n T Rlow

P20 aa In 00 Lo Gk
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You will be taken you to this screen where you can view details of the action placed against
you.
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Read through the Action and make sure everything requested is completed then click
COMPLETE ACTION.

Tender History

Within the My Tenders section you will see the History tab where there is a log of your
involvement of the tender, right from your expression of interest to the current status.

| Tender Management

_____________________________________________________________________________|
T ooraji eliataidva, yioi Fudves by S diiahull o1 wdwsieg s teduber
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Contracts

You can view a summary of what Contracts the Institution has running from the Contracts
heading at the top menu bar (may not be available with some institutions).

Fore  Bugees ool Movage Tenders  Comracts  CompanyDetils  Help  Loge

|

- -
E e O ———
| | Dwicription  Thes r P Slaborsaty coriri ! wisth wal run for @ pensd S Brea vaars dlirbryg Bom e Pl Seplernbse 2011
My Confrachs
[y Masre: AN SRatoreny conbac
Carverd
S
Custoenes
Dheaceipiicon Contract behasse Uy & Aroliw Good Cleaneng Compeas 10 prowds cleaneng i ol
Al =
Marrer it Good Compary -3 Year Claarwsg Contrci

Supply of Deskaop P Expley Duts Mot
Chencr gdion S o e

M Sapply of Denidop PC

Marra foal Booksan confract

If you are the contracted supplier you should log into the secure area of the website to be
able to view specific contract information/documentation.

You can view this information by hovering over Contracts on the top menu bar and then
clicking on My Contracts and then View Details for the relevant contract.

From this screen you can view contract details, see contract documents and send
correspondence relating to the contract.

Dumcripain : T i e Stabicnery Donirsct which wall nan bor § perod of fewe pears sharting from the L Sepbember 3341

Hamg AL Statnery contract
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Contract Documents

Contract Documents can be viewed in the Documents tab within the Contract Management
section.

Some documents may have viewing rights only which you cannot replace eg. official
contract, agreed terms and conditions etc.

Other documents may be for you to manage and keep updated eg: insurances, policies etc...

If you are required to upload a new revision of a document that has expired you will receive
an email alert. You should login to the secure area of the website where you will see a
prompt in red that contract documents require upload.

oo A sk Welcome to the secure area of the web site
L —

soe & but of ol Moders pou are mvoived 0 et My Tenders arder Tenders This i st pou wil Be able 50 view Sy Socuments you
e make yout retltn s check your Srogress on the leoder

o 1 2 Sender chck B Tendees Dution from e
w Vigw Detalls Sution and Som here you tan o

ri b 3 %00 of Pe page From horw you will have ccess 15 3 it of
0 ederwst v the Expross interest Sution

ry of your comaspondence cick Pe Messsges bution
To send comeapondence Cuk e Messages bumon and select Send Conespondence
Company procusment polickes and inltistives.

* For Arther edormanon on Company (rocurement pokCes and ndabves phaane Thck 0n e 1olowng bk
Dion Ym0 Sndd €2

To upload these documents you should click on the red prompt or go into My Contracts,
click View Details of the relevant contract and then click the Documents tab.

hlamg AL Satreny contract
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Managing Contract Documents

From the documents tab you can view contract documents and replace/upload documents
that you are responsible for maintaining.

You will be able to see a Replace button for the documents that may have expired (eg.
Insurances) or that can be updated as and when (eg policies). You will also see a red
Upload Document button for documents that have been requested by the contracting
institution. If there is an expiry date in place you will be reminded until you upload the
required document.

i
4

If you require any additional information or help, please contact the In-tend Support Desk.

In-tend Support
Tel: 0844 2728810
Email: support@in-tend.co.uk
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