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How to respond to Tender Request on PROACTIS

www.proactisplaza.com/supplierportal

How to Review a Tender Request:

(0]

You will first receive an email from The City of Cardiff Council relating to a new
tender request

Log into the PROACTIS supplier portal - (www.proactisplaza.com/supplierportal)
using your log in details

Login Name

Password

i} Forgotten login details?
+) Sign In

Don't have an account? Sign up

Have you been invited?
Access Code

When you log in you will be shown the below screen. From this page you can
access all notifications and opportunities that you have been issued

Dean Corbisiero
The City of Cardiff Council

Notifications Auctions

1

Contracts

Invoices

0 @


https://LogintothePROACTISsupplierportal-(www.proactisplaza.com/supplierportal
www.proactisplaza.com/supplierportal

0 Toview the tender request select ‘Opportunities’

0 You will then be shown all opportunities that are available to you

87

Reference

0 To view the tender request use the blue arrow which will show

Your Opportunities

Search by customer reference, title or customer name...

Customer
Name

Title

Learning Disability Supported Living

ERFX1000291  Cardiff Council

Services

ERFX1000270  Cardiff Council = DPS - Domiciliary Care Provision

all details relating to the tender
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Dean Corbisiero +

rom here you can you review the requests that have been sent to you by buyers and create responses.

Type Closing Date Time Remaining
Private 26/01/2015 12:00 17 days 21 hours
Advertised = 01/01/2017 00:00 More than a year

The City of Cardiff Council

Show Me

©
©

©

0 From here you can review the general details of the tender request including
‘Request Documents’ and ‘Request Overview’

0 To view the documents relevant to the opportunity, select the ‘Request
Documents’ banner and download the relevant documents

Your Response | ERSP1000239

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.

( | Questions ” Attachments

>

Dean Corbisiero
The City of Cardiff Counci

Name

Appendix 001 -

Appendix 002 -

Appendix 003 -

Appendix 004 -

Appendix 005 -

I #\ Request Documents (32)

Invitation To Tender

Method Statement

Domiciliary Care Pricing Schedule

Housing Related Support Costing Document

Dom Care Service Spec for Adults with a Learning Disability

Please read these documents. They are important specifications and/or requirements.

Type

Generic Documents

Generic Documents

Generic Documents

Generic Documents

Generic Documents

Download
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How to Complete & Submit a Response:

0 Once you have reviewed all of the general details of the tender request
including ‘Request Documents’ and ‘Request Overview’ you can choose to
either begin a response or ‘Decline’ the opportunity

0 If you are not interested in the tender request and wish to
withdraw from the request, please choose the ‘Decline’
option which appears at the top of the screen

0 You will then be given the opportunity to state why you are not interested in

the opportunity, please note that this is optional and not mandatory

0 If you would like to respond to the tender request, complete the next step(s) of
the request

0 Please ensure that you ‘Save’ your response throughout, this
allows you to save what you have already inputted and you can
go back to this at any time up until the closing date

0 If you wish to view messages related to the tender request
or send a new message use the ‘Messages’ option which

appears at the top of the screen

0 From here you are able to send a new message, adding attachments as
necessary

Your Response | ERSP1000239 Dean Corbisiero

The City of Cardiff Council

There are currently no messages between you and the buyer. Please enter a subject and text below to start a dialogue.

Subject

Text

@ Attach files

«" Send Message
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0 The tender request is made up of a number of steps including:

= General — This is where you can view the Request details, Request
documents and allows you to add any additional information for the
buyer (The City of Cardiff Council)

= Questions — This is where you will answer questions related to the
tender

= Attachments — This is where you can attach any additional documents

0 Toview and respond to ‘Questions’ select the Questions tab:

Your Response | ERSP1000239 Dean Corbisiero

The City of Cardiff Coundil

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.

' | General m| Attachments >

Please complete the following questionnaire from Cardiff Council. Your answers will be automatically saved every five minutes. You can also hit the Save button at any time if you
want to stap and finish off later

Click or touch the headings to expand each section. You must fill in all questions with 2 s next to them.

' 1:Service Delivery (4 questions)

“/ 2:Person - Centered Outcomes (2 guestions)
N 3 :Safeguarding (2 questions)

“/ 4 : Staffing and Management (2 guestions)
' 5 : Partnership Working (1 question)

“ 6 : Performance Management (2 questions)

N/ 7 :Presentation Discalimer (1 question)

0 From here you can view and respond to all questions. You can also upload
documents as necessary.

0 To upload documents to questions, use the ‘Select File’

option. Please note that any one file can be uploaded per select file...
question.

0 Please note that you are able to ‘Validate’ your response;
this will inform you if there are any questions that you have [[EARE|GEE
not answered.

0 Once you have completed all questions contained within the tender response,
you can progress to the next stage of the response.
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0 To add any additional attachments to your response select the
‘Attachments’ tab:

Your Response | ERSP1000239 Dean Corbisiero  +
The City of Cardiff Coundil
% Decline | M Messages @ & validate M save J  Submit

From here you can edit your respoense by completing the various steps within the wizard below, or process it using the options above.

Attachments >

L4 | General “ Questions

Your Files

Attachment Type

Selecta type .

Uploaded Files

MName Type Download Remove

Ho items to display

0 Once you have completed and validated your response to the tender request
you will be in a position to submit.

0 Please note that before submitting your response you are able to ‘Save’ and

return at a later point
«" Submit

0 To submit your response select the ‘Submit’ option at the
top of the screen

0 The system will notify you that your
response has been submitted
OK, response

'ERSP1000239'
submitted!

0 To View, Amend or Resubmit your response prior to the deadline select the
tender request within the list of ‘Opportunities’ and follow the steps above for
responding to a tender request.



