Drocontract

SUPPLIER GUIDE
FOR FINDING AND RESPONDING To
A DYNAMIC PURCHSASING SYSTEM (DPS)
OPPORTUNITY
WITHIN PROCONTRACT

This document will guide the user in locating and responding to a DPS opportunity which are available
to all suppliers.

Please see alterative guidance for standard Tenders, Tenders with a Confidentiality Agreement,
Further Competitions and pre-selected supplier Quotes.

This guidance relates to Gloucestershire County Council opportunities ONLY
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Advertisements for opportunities issued by Gloucestershire County Council may be found in a variety of places,
however, all documents, tender submissions, notification of awards and clarifications are all managed within
the ProContract system.
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When an opportunity is created, Gloucestershire County Council selects the Common Procurement Vocabulary
(CPV) code/s which describes the procurement. If a supplier is registered with one or more of those codes they
will receive an emailed notification of a new opportunity, the email will contain a link direct to the opportunity
advertisement.

If you have accessed an opportunity from a link within a ProContract notification email skip to
Section 1, step 5 in this guidance.

1. Finding an Opportunity

1. New opportunities can be found by going to https://www.supplyingthesouthwest.org.uk/ and
clicking on “Search latest opportunities”.

Procurement Portal

Search Latest Opportunities Welcome to Supplying the South West Portal

SEODIACY T ISIer This portal provides a user friendly, intuitive process to advertise all open tenders and quotation

Authorities opportunities for councils in the South West. The procurement portal is FREE to join for businesses and
. ) offers the following advantages:-

Suppliers’ Login
=« Immediate access to current business opportunities

= Receive emall notifications on business opportunities that are align with your company

« Reduces costs as the process is onling

= You are in control of your tender submission and not reliant on a third party courier or postal service

Useful Links + Submissions can be completed electronically rather than hand written

* Submissions can be amended up until the closing date and time

Buyers®’ Login

Help and Guidance

v coce

Crown Commercial Services
Once your company has registered you need to add the domain @due-north.com to your safe senders
TED - Tenders Electronic Daily list to ensure that you receive all email alerts

2. A list of opportunities published by Local Authorities in the South West using ProContract will be
displayed.

[0pportunities

Narrow your results Opportunities

= Organisatons

Al

Title Bayer

+ Cotegories @ 17 Ingurance Senioss Dorset County Courcil

Wiltshine Counc:
erefordshire Counsil

Phymauth City Councl

There are 0 categeries selected
B3 Add UNSPSC ¢

South Gloucestershire Council
Bath and North East Samerset o)

- Regions
Thire are 0 regicns sehected Bude Beixh Services Co ortract Cormwall Counc
3 Add new regio Dewnn County Council
~ Keywords Chrisichurch 3nd Exst Dorset Con
Somerset County Counc
< Include closed 1234
Yes = No

Exprassion date

Stant date End date
~ Published date
Start date End date

3. Using the “Organisation” drop down menu (highlighted above), filter the results by “Gloucestershire
County Counci

IM

4. Click the “title” of the opportunity you would like to view.

The following screen will be displayed:
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Opportunity |
Title

Categories

Main contract details

-QRSCEG)
Dwnamic Purchasing System (DPS) for Building. Mechanical &
Electrical works (£15.000 to £150,000 individual projects)

31000000-5 - Electrical machinery, apparatus. equipment and

Key dates

Sta

En

Keywords

consumables: lighting
42000000-6 - Industrial machinery

44000000-0 - Construction structures and materials; auxiliary

preducts to construction (except electric apparatus)
viore.

Description See |TT documents
Region(s) of supply UNITED KINGDOM
Estimated value £50,000,000.00

conditicning, Electrical

Estimated contract dates

rt date 01/08/2015

Current Dynamic Purchasing System (DPS) round information

d date 02/0%/2025 18:30:00

Windows. Building maintenance. Servicing. Asbestos. Air

End date 31/07/2025

Expression of interest window

Erom 07/06/2015 15-02 to 26/08/2025 10-00

Login and register interest in this opportunity

New to ProContract?

If you are not currently registered on the
ProCentract procurement portal. you can
complete a simple registration process by clicking

the following link - Register free

Contact details

Buyer Gloucestershire County Council

Hitchins

Jloucestershire gov. uk

¢ e« on <3383

Attachments

Mo attachments

5. The above screen will provide a brief overview of the opportunity.

To view the documents and further information all suppliers must login to ProContract and register
an interest in the opportunity.

6. If notloggedin Click the “Login and Register interest in the Opportunity” as highlighted above. Login
with your username and password.

If you do not currently have a username or password, click the “register free” link and follow

guidance document: Initial Registration on the Portal and First Time System Login

7. Onceloggedin to ProContract the green button on the advertisement will change to “Register an
Interest in this opportunity”

Opportunity Id
Title
Categories
Description

Region(s) of supply

Main contract details

DNB137253

buying a steam engine ck

31100000-7 - Electric motors, generators and transformers
Called flying scotsman

Gloucestershire

Expression of interest window

From 22/05/2017 09:51 to 22/06/2017 10:00

Register interest in this opportunity

Contact details

8. Click the “Register an interest in this opportunity” button

9. The advertisement will remain displayed with the button now greyed out indicating this opportunity

has bee

n added to your “activity list”.

Opportunity Id
Title

Categories
Description
Region(s) of supply
Estimated value
Keywords

Main contract details

DMNB137253

buying a steam engine ck

31100000-7 - Electric motors, generators and transformers
Called flying scotsman

Gloucestershire

N/A

steam enignes

Expression of interest registered

Date 31/02/2017 11:21:29
Weorkgroup Lot 1 Users

Expression of interest window

From 22/05/2017 09:51 to 22/06/2017 10:00

Go to Section

2 “Viewing the Opportunity”
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2. Viewing the Opportunity

Once the “register interest” button has been selected the opportunity is added into the “My Activity”
area of ProContract. Note: This area can only been seen when logged in.

1. When logged in to ProContract, the below home page will be displayed

Home Find opportunities My activities My contracts Help
Home
Home page
~ Activities View full screen
rvey——
1
Active  Recently added  Last viewed !
1
1
Gloucestershire County Cou ¥ E ;
1
2| 3228 B |
2[(3]]4](5](&][Z L
Buyer ~ Title = Current event - Eventq CIICk
» g';ﬁ:fgfgf:;‘éﬁ New Quate - V1 26/06/2015
w g?uftfrﬁgawéﬁ Quick quote - V2 26/06/2015
" g‘lj'ﬁlﬁsgmﬁ new project v1 26/06/2015
: Gloucestershire Expressions of
w County Council Interest 08/07/2015
gﬁfﬁﬁgm‘lﬁ QQTest2 -03.09.15 03/09/2015
w g';’;:ﬁffgihn'ﬁ Advertise appartunity 03/09/2015 L

//Find opportunities

~ Opportunities

To search and view all of the latest opportunities available on the Due North portal, please
click on the ‘Find opportunities' link above

All opportunities ¥

Your account Logout

~ Company details summary #Edt

If no activities are displayed, amend
the drop down to show
Gloucestershire County Council and

Keywords

~ Vendor profile

ndor profile (0% complete

The following aspects of your vendor profile are
incomplete or responses given have expired and need
to be reviewed:

.Vendorproﬁle sample

~ Workgroups

The Activities section will display all opportunities that either an expression of interest has been

registered for, or you have been pre-selected for.

On the above screen, the Buyer, Title of the project, current event and event deadline is shown.

The W' symbol illustrates a new opportunity which has not been viewed or worked on.

2. To view an opportunity click on the title of the Activity to be worked on

— Activities

Active Recenthy added Last viewed

Gloucestershire County Cou v

Wiew full screen

EB izl (zli2l(sl(s][z] Nex=

Buyer - A Current event -~ Ewvent deadline = ==

oy S Mew Quote - W1 26/06/2015

1 g‘ljouunctist{%ir;iéﬁ Quick quotse - W2 26/06/2015

- &?:Jncésgiwéﬁ naww project vl 26/06/2015

W Soiniy Coune e kil 08/07/2015
gé‘ifnctﬁsgf,'yéﬁ Q0 Test 2 - 03.09.15 03/09/2015

by _ g‘ljouunctist{%iwéﬁ Adwvertise opportunity 03/09/2015 L
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3. The screen below provides the events for the opportunity.

When a DPS is first opened there will only be 2 events displayed (see image below)
- The Expression of interest event, which is the original advertisement.
- The first round of the opportunity which is where all the relevant documentation

is held.
Archive this activity
Events
Messaging
new DPS for testing May 2017 - ted (Respond by: 30/06/2017) View details | Start You have 0 unread massage(s).

View messages
Acceptance round 1

new DPS for testing May 2017 Expression of interest accepted View details | Open Audit history
View audit history
INFORMATION:
After the first round has been completed and the DPS restarts the opportunity will re-open
to Round 2.

When new applications to join the DPS are submitted the GCC project team close the round
to access the response/s, this action will send a notification stating that the DPS is closing;
howeverthis notification canbeignored,as a new round will start straight away which
means the DPS continues to be open and available for new submissions.

When you open the DPS project you may see multiple rounds listed (below is an image of
what this may look like), you will need to open the round with the highest number to submit
your application.

If you open a round which has already closed the system will not give you the option to
submit a response, you will need to go back to the previous screen and click start on the

round with the highest number.

4, Click Start within the event that has the highest round number

m

5. A summary screen will be displayed like below which is split up into different sections;
Main details, Public attachments, and Messaging.

See below for section explanations.

There is also a countdown timer in the top right indicating the time left until the
submission deadline for this opportunity.
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Main details
Thissectionshowsthe title, descriptionand date andtime the completedQuoteor Tender
submissionsnustbe returnedby.

Attachments

Thissectionshowsthe attachmentsthat havebeenpublishedby Gloucestershir€€ountyCouncil. To
downloadclickon the title of the attachment,savethe documentto your own network or desktop
beforeworkingon them. Pleasenote that you must abide by the data protection rules.

Note: If no attachmentshavebeenadded,an item breakdownmay havebeenused.If this is not
visiblesenda messagevia ProContracto verifywith the team.

Termsand Conditions
Thesearethe termsand conditionsassociatedo the opportunity. If a“SeeTenderPack”or “SeeQuotation
Pack’documentsis displayedthe termsand conditionswill be within the mainattachments.

Messages
Duringthe processall guestionsshouldbe raisedusingthe portal andany messagesentto youcan
be viewedin the sameplace.

Anymessagesentthroughthis areawill goto the Gloucestershir€CountyCouncilcontactsthat are
workingon this opportunity. Openthis areaby clickingon View messages

Forfurther information seeguidancedocument— Messagingin ProContract

3. Submittinga Response

Note:Responsesanbe completedin stages,and canbe re submittedup until the closingtime.
Gloucestershir€ountyCouncilwill only seethe final responsesubmittedoncethe opportunityhasclosed.
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