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Agenda

Introduction to e-Tendering

Overview of the South West
Councils Procurement Portal
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What Is e-tendering

e-tendering is the carrying out of the tendering
cycle/process using electronic means, such as the

Internet and specialist e-tendering software
applications.
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Benefits of e-tendering

Replaces the traditional manual paper-based
tender trall.

Faster response to queries and/or
clarifications.

Reduced costs for suppliers and buyers.

A single website providing 24hr access, 7
days a week. Early notification of tendering
opportunities.

Data security with suppliers keeping their
own information up to date.
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Accessing the Procurement Portal

You will need access to a computer with internet
access.

You will need word processing software such
as Microsoft Word and Adobe Acrobat software.

Basic web browsing and word processing skills are all
you need.

Its free once you are Internet ready, there are no
further costs associated with the system.

Comprehensive on-line help is available.

Through http://www.dorsetforyou.com/
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Supplying the South West

*Efficiency

* Easy to use, intuitive user & supplier interface
* Remove process complexity

*Aggregation & Collaboration

» Aggregate demand across Authorities
» Collaboration on tenders

*Visibility & Control

* On line view of sourcing & tendering cycle
* In built communication between Buyer & Supplier
* Auto Alerts based on dates, events

*Accountability

e Full audit trail on-line

*Cost savings

Potential Savings achieved from aggregate contracts
Access to larger customer base more Local Authorities
Savings in Resources and Time

FOI requests average time taken 15hrs

Offset supplier challenges with ease

On line archive = reduced physical storage overhead

Business
LINK




Supplier Registration

Contract Store
Opportunities
Feedback

Supplier Registration

Supplier Guidance Hotes

Welcome to Supplying The South West

HELPING COUNCILS AND SUPPLIERS WORK TOGETHER
Suppliers: thi:
number of cour e South W, Ev 10U

infarmation about existing contracts and new opportunities.

If you register {free of charge), you can

toyou.
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Registration

To register an interest on the portal you must first register your
company on the portal. By registering on the portal your company
will also receive automatic email updates when relevant
opportunities are advertised. See the “Opportunities” section for
further information regarding this.

1. Click on the “Supplier Registration” link in the menu. This will
take you to a Supplier Registration Wizard, this wizard will assist
you with the completion of your registration. Help is available for all
steps within the help column of the wizard.

2. If you agree to submit your registration you will receive a
confirmation receipt email.

3. Your registration is then looked at by a central team who ensure
that there are no duplicate registrations on the portal. You will then
receive your user name and password in two emails providing you
do not already have an account. If you or your company already
appear to have an account you will receive an email to inform you
of this, and details of the already existing account.
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http://www.dorsetforyou.com/e-tendering

Supplier self-registration for e-tendering opportunities at Dorset County Council

The 'Supplying the South West' portal provides opportunities to supply Local Authorities across the South West.

‘Supplying the South West' (opens in a new windaw] is an electronic tendering solution that will facilitate the complete tendering process from the advertising of the
requirement through to the awarding of the contract,

How to register

&5 a supplier you can reqister for free, and be kept informed of oppartunities, Simply reqister your details on the 'Supplying the South West' (npens in a new windaw)
website and identify the categories® of products, services or works that you wish to be considered for,

Reqgistration is free, quick and easy, Once reqistered, the system will send you an email notification when relevant opportunities are advertised, You can also log in and search for
available opportunities across the South West,

The 'Supplying the Southwest' e-tendering portal replaced the Alito system on 1 June 2011,

If vou were previously registered on Alito you will still need to register on 'Supplying the Southwest',

There is no automatic transfer of information,

If you are already registered with 'Supplying the Southwest', you may need to change your cormpany profile, to include Dorset County Caunail,

‘Supplying the Southwest' provide supplier assistance, if you require any assistance please contact Suppart using the contact details at the bottam of the page or contact the Darset
Procurement Helpdesk regarding any general queries.

*Please refer to the Proclass {opens ina new window) website and view the 'Mappings to other classifications' section, which provides a spreadsheet mapping Proclass categories to
the appropriate ‘Supplying the Southwest' CPY codes
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Supplying the South West

Supplier self-registration for e-tendering opportunities at Dorset County Council

The 'Supplying the South West' portal provides opportunities to supply Local Authorities across the South West.

onic tendering solution that will facilitate the complete tendering p from the advertising of the

Click on link

d with 'Supplying th yOu Ma change your campany pro Council,

pplying
ent Helpdask reqa
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Frequently Asked Questions
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Can | browse the list of current opportunities
and tenders even if | haven't registered?

Supplying the South West has been set-up so that anybody can
browse the database for opportunities.

You can search for opportunities using a number of different
parameters. They are organisation, category or free text search.

Supplying the South West uses CPV (Common Procurement
Vocabulary) to categorise all opportunities and tenders.

The search capability can also just return opportunities where
you can register your interest, however to register an interest

you must have registered yourself as a user on the site. @
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Are all Councils in the South West represented?

Not all Councils have signed up as yet, but more will be joining the portal in the coming
months so it is worth checking periodically and updating your profile.

PARTICIPATING COUNCILS
Bath & North East Somerset
Bournemouth Borough Council
Cornwall

Devon CC

Dorset County Council

East Devon

Exeter

Forest of Dean

Gloucestershire County Council

Mendip

Mid Devon

North Devon
North Somerset
Plymouth
Borough of Poole
Sedgemoor
South Glocs

South Hams

South Somerset
Swindon
Teignbridge
Torbay

Torridge

West Devon
West Somerset
Wey & Portland
Wiltshire
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How do | reqister?

Registration is a two stage process.

1. Prospective suppliers provide some details about themselves and submit
their application online. The system administrator then checks whether
anyone else from the same organisation has already registered on the
Portal. If not, two emails are sent to the prospective supplier; one contains
a password and one contains a login.

. Once a supplier logs in for the first time they will need to change the
password and set-up a security question which is used as part of the
forgotten password process. Suppliers will also need to choose which
councils they wish to receive email notifications from and which
Classification codes best match the goods or services they provide.

Do | need to re-register every year?

Once registered you will remain on the system indefinitely.

- You can update your details at any time through the supplier profile link.

- You can add additional Authorities and Categories to receive automatic
updates.
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Is there a cost involved?

There Is absolutely no charge for supplier
registration or for receiving email
notifications of opportunities.
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What are the benefits of registering on
the Portal?

Opportunities are sent straight to a supplier’s
email inbox.

With additional Authorities joining there will
be more Contracts and Opportunities for
over 30 councils in one place.
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Will registration make it more likely
that I'll win some of the council’s

business?

By registering with Supplying the South West you will
be made aware of upcoming opportunities earlier than
you would if you remain un-registered.

Local authority buyers will also be able to see which
suppliers wish to do business with them.

Registration does not guarantee that you will win any
business.

It allows suppliers to register interest in contract
opportunities.

Easy to amend your details once registered.
Business
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| registered on the Council's previous e-
tendering system. Will | still need to
register again?

Yes you will. We have not uploaded any
supplier details on to the new system.
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Will Councils be conducting tenders
online?

Online tendering (also known as e-tendering)
IS now a feature of the portal.

Gradually this is being rolled out within all of
the participating authorities.

While this is happening some councils may
still use the portal solely for the publishing of
opportunities and collection of interest.
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How can | do business with more than one
council?

This is one of the key benefits of supplier registration -
the ability to deal with many local authorities in the
South West from a single point. As part of the supplier
registration process suppliers will be asked to select
the councils they wish to be notified by with details of
upcoming opportunities. At any time you will only be
able to see and select councils that are actively using
the Portal. The initial council selection can be modified
at any point by the supplier self service functionality
offered by the Portal.

The Supplying The South West Portal has now
merged with the Devon Procurement Portal (DPP) so
it will also allow suppliers to do business with all the
DPP councils as well.
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Supplier Registration Intro

Supplier Registration Introduction
Message

‘Welcorne 1o the Supplier Registration Wizand
Thi wizard will @561 you with the complean of your negigtration

fou will ba presented with a numbar of diflerant steps to complate from basic company information fo defining the calegories and regions you are
irerested in pursuing contracls for, Once each sbep Nas been complebed you can click the Nest' bution by proceéed to the néxd siep. Previous' bulbons are
alao available allowing you to return bo e prior shep 51 anylime

Omte all 2leps have baen completed you will be asked ifyou wish 1o submil your regisiration
Ifyou agree 1o Submil your registration you will recene & confimation receipl erndil. Please note ifyou do not recene this email please contacl suppor by

clicking the bcon locabed 3 e top right of the soreen as you cannol be guaranieed that your registration has Deen received

MIMIBILIA AKND RECOMMENDED SYSTEM REQUIREMENTS

Ay inilermél capable PCwill be able b subcessfully use the ProContract application. Recen 1e51s highighted no pemormance iSsues using a Laplop and
Apple eMac with the following specifications

1BM Thindpad - nlel FenSium 3 850Mhz, 512MB RAM rurning Windows 2000 Profeasional
Apple eMac - PowerPC G4 16GhT, 1GE RAM running 05X 10.4.11

Fleaze find detailed specifications below:

PC - Minimarm compiser specifications
Minma Recomimented

Professor InbeliaMD T00MEz IrdelAMD 1 0hz

Operating System:  Windows 98 and above § Linx Wilridinws ¥P and abave § Linus

Memory. 16 MB 168

Interned Browser Intemed Explarer fversion B and above)
Firgfon frgrgion 3.0 onwards)
Safari feersion 21 ofwards)
Googhe Chrome (version 5 0féands)
Ferean Display BO0RG00 256 colours
Inferned Connection® 56K Dishup

Apple Mac: - Minirmum Computer Specification
Mirsstim

Frofessor Powwar PG 300Mhz

Qperating Syl Maz 05 90+

Memory, 32 MB

Irdarmnet Explorer fvarsion 7 or above)
Firedox fversion 3.0 orrvarnds)

Safari (varsion 2.1 ormvands)

Gongle Chrome (vershan 5 orvard:)
1028768 32-bit colour

512k Broadband

Recommended
IrdalPower PC 1 Ghe
Mac 03¥

108

Halp
Click Wext o conirug with the régisiration process
Click Cancel' to quil the regisiration process

WAI-AA
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Contact Information & Security

User
Familiarisation
Environment

Supplier Registration Step 1 of 5
Contact Information & Security

" Denoter Mandabory Fiskds
Contact Infarmation

E ‘Salutation (MrMraMs..):
First Name:

‘Last Name:

~Job Title: Complete the
General Contact
g vn Information and
Mobile Number: Sec u ”ty

*Email Address:

Confirm Email Addriss:

Security Information

w “Security Ouestion:

“Security Answer:

A
procontractss*

Conlact E-J;pun2 —|E=|J® LuJ-J:r:@

Help

Sahation - MriMissiMs eic

Job Tite - position hald within your company e.g
Managing Diretior

- your current departmant of wiark in your
cormpany

Email Address - must be of standard email format
8,9, name@eompany.com

Security Question - the quistion used o help idenity
you should you need to resel your password

Security Angveer - thi anawer o the question used to
help identify you should you need to resetyour
pagswiang

Chck Needt' 1o cordinue with the registration process
Chick ‘Cancel 1o quit he registration process

Y- weag 10

SUSINESS
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Company Information

Compamy stration Hurmnber - eight Gigit numbes
‘Company Hame: at regisira®on with companies house i applicable
o0 00343 33
sBuddress Line 1: #
. VAT Registration Numiser - nine @il numbier ghven
Auldress Line I; al regisira®on with HM Revernue & Cusionms it

ot/ Clity li 1943354
T applicabde e.g 194335437
Webisite - your company website 2.9, hip i duse-

CountyState; Fleass Selest - ngath £ g
“PostcodeFip:
[w D = @ brigf owe: of your

SCouning: [eited Hingsem company and which sensee you provide

Compamy Registration HEywonds - &1 beas1 o word o phase thal

Humber: descrbes your compary's acivibes. These keywords
allosw' bangeds b0 S&anch for Companies thal besl malch

VAT Registration Mumber: fthe contract They are aiming 1o fusll
Wabsite; Comparmy Alfiliations. - ary affiliations along weh

migmbership or referencs nuambees for listed
afiliationg &g coRsmiction ine of market place.

Company Description Compaimy Classificsions - e (1asSiHoslions ol your

company

*Company Description: Click Prevdous” 1o go to previous step.
Clitk Hext" 1o continue with the registration process

~ WAI-AR
WiZ WCAG 1.0

See alsoc-

Complete the
Company
Information
Screen

Comparny Afiliations

E- Affiliate 1 & Id:
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Company Classification

Classification(s):

[J Micro Organisation {<10 Employees)

] Small Organisation (10-49 employees)

[ Medium-sized Organisation (50-249 employees)
[ Large Organisation (250+ employees)

[J Black and Minority Ethnic Organisations (BME)
[ Business owned by Lesbian, Bisexual, Gay or Transsexual
[J Companies owned or managed by women

[0 Owned or run by Disabled People

O Community and Valuntary Organisations (CVO)
O Community Interest Companies (CIC)

O Social Enterprise Partnership

O Social Enterprises (SE)

O Emvironmentally Friendly suppliers (and products)
[ Fair Trade suppliers (and products)

O Enterprises
\ Complete the

Company
Classification
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Company Classification

Supplier Registration Step 3 of 5
Category Selection

Contract Category Interest

* Category Categores:

Change Cibégodii

Options

Previous l Mest

You can select more
than one category if
applicable

Help

Contract Category Interest - iz selection
strean bo choase which catago uare
i Whena
; qory o will
et an email to your registered email
% irnviting you bo exprass an interestin
the contract

NOTE: You must choose a least ong categony
oryou will NOT be nofifled of any new contracts
publizhad

Acllional Catedgod es - ¥Whars 3
miay also be offered fo regl
a number of adddional ¢

Click Previows' o go o privious step
- e to continue with the registration
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CPV Codes

Supplier Registration Step 3 of 5
Category Selection

Contract Category Interest

+ Category/Categories;

Options

You can Select
more than one
Category
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Area Notification

Supplier Registration Step 4 of 5

Council Selection

Area Notification

By Organization J&73

Dptions

You can select
by Organisation
or by Sub
Region

>
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Area Notification

Supplier Registration Step 4 of §

Council Selection

Area Notification

Council

Options

+ Council:

Prewvious

et

By Organisation

[ Bath and Marth East Somerset Council
[ Borough of Poole

Bournemouth Borough Council

[ cornwall Caunty Council

Devon County Council

Daorset County Council

[ East Devan District Council

[ Farest of Dean District Council

[ Gloucester City Council

[ Gloucestershire Caunty Council

[ mendip District Council

[ Marth Devan District Council

[ Morth Somerset Council

[0 South Gloucestershire Council

O sw RIEF

[ Swindon Barough Cauncil

O wwest Sormerset District Council

[ wweymouth & Partland Borough Council
[ wyiltshire County Council

You can select
more than one
Organisation
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Area Notification

Supplier Registration Step 5 of 5
Terms & Conditions

Conditions & Privacy

In order to complete your registration you must agree with the following:

A . -

greements): Due Marth Terms & Conditions view
Privacy Falicy view

Options

When you click Next this will
Previous take you to the Supplier
Summary Page where you
Submit your Registration
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Thank you and any
Questions
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