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About the Supplier Portal

The Supplier Portal you are using is provided solely for the purposes of the buying organisation
specified on the Registration page and your registration details will not be shared with any other
organisation.

The portal is provided by a UK registered company called Atamis Ltd. Atamis is an approved partner of
Salesforce.com which provides the cloud-based platform on which the Atamis system runs. The system
and data are hosted in the UK and are protected with 1ISO27001 information security. All data is
encrypted in transit with TLS 1.1/1.2.

The following pages are normally made available within the Supplier Portal:

Public Area

Link from Buying
Org’s website

Landing Page

Registration Hhied published

Opp itii
Page osr::; TRUES Contracts Site

Secure Area

My Proposals
and Quotes

Complete

KPIs
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Registering and logging in
Register

If you have not accessed the portal before you will need to click Register from the landing page and
complete the required form.

Please complete all necessary fields on the Registration page.

»¢ Havering

inms LONDON BOROUGH

Please enter all fields below to register, then click Submit (mandatory fields are marked red)

First Name H ] Last Name |I I
Company Name |[ ] Email |[ l
Address City/Town l I

| |
County [ ] Postcode |[ I
Telephone No. |[ ] Organisation Type [ —None— vl
Company Reg Nbr H ] Taxpayer ID l I
Tax Reg No. [ ] DUNS Number [ l
Business Type [ - None-- v] Supplier Type l —None-- vl
Business [ —-None-- v] ProClass [ [

= l

Classification

You will be prompted to select a ProClass relevant to services of your company. To do this, please
select the magnifying glass which will bring up the next screen.

| https://Ibhavering.my.site.com/_ui/common/data/LoockupPage?lkfm=communities5elfRegPage... AN

® Lookup
l[Social | Go!l

You can use "*" as a wildcard next to other characters to improve your search results.

= Clear Search Results
Search Results

-

Pro-Class

Social Community Care Supplies & Services

Adult

Social Community Care Supplies & Services -

Social Community Care Supplies & Services -

Social Community Care Supplies & Services -

Adult = Alcohol & Drug Rehabilitatio
Adult = Asylum Seekers Services

Social Community Care Supplies & Services -

Adult = Black & Minority Ethnic Serv
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Begin typing the ProClass most relevant to your company in the search bar, and click ‘Go’. You can only
select one ProClass here, but you are able to set alerts for tenders published based on the ProClass
assigned; you will be able to set this once you are registered and guidance is found further along this
document.

Login

Alternatively, if you have used the portal before, click Log in from the landing page and enter your
username and password.

Forgotten Password

From the Log in page, click Forgot your Password? and enter your email address in the Username box.
Click Continue and you will be emailed instructions on resetting your password. Note the email will be
addressed from Salesforce.com. The email goes out immediately so please check spam and junk folders
if it does not reach your inbox.

Forgotten Username

Your Username will be the email address you used when registering.

Managing Contacts Under your Supplier Account

When your company is registered in the Atamis Supplier Portal, a Supplier Account is created for your
company. A Supplier Account can have multiple contacts. Once a contact is associated with a Supplier
Account, that contact will get access to all the relevant information under that Supplier Account such
as Procurements, Contracts or Contract KPIs. You can view and manage the contacts for your
organisation via “Manage Contacts” Menu displayed on the Home page after you login.

It is the responsibility of the supplier to maintain user access to their supplier contacts. Suppliers
should review access on a routine basis and deactivate contacts that no longer represent their
organisation.

Manage your account

RS Company Details & Manage Contacts
Make changes to your company View and manage contacts linked to your
information. account.

Click Here Click Here

Click “Manage Contacts” to review and manage the contacts for your organisation.

The page will display two sections:

* Manage Contacts: displays a list of registered contacts on the Atamis Supplier Portal

*  Projects: displays a list of projects that your organisation is currently engaging with of they
have engaged in the past.

“Manage Contacts” allows the management of users currently registered on the Atamis Supplier Portal.
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Contacts can be deactivated by unchecking the “Active?” box and click on Save Changes. Deactivated
users will no longer have access to the Supplier Portal. Access can be reinstated by checking the
“Active?” box and pressing Save Changes.

Manage contacts

Contacts information

Contact name Active?
Maximus Decimus Meridius
John Smith

“Projects” allows the management of primary contacts per project.

Projects

Project name Project details Primary contact =
Printing Services Go to details Ana Rolling v

Hardware Maintenance Go to details Ana Rolling v

Project Primary Contacts can be changed by choosing a new contact from the list provided and pressing
Save Changes.

Projects
Project name Project details Primary contact
Printing Services Go to details Ana Rolling v

John Smith
Hardware Maintenance (RO (ST ol | Procurement AJ Systems
Donna Andrew

Finding tendering opportunities and getting alerts
Setting Alerts

You can set alerts to be notified when tenders are published for specific ProClass Category, CPV Code
and Keywords. Once registered, from the homepage select ‘Click Here’ in the ‘Manage Alerts’ box

Manage Alerts

Set up subscriptions to opportunities
published using keywords, categories and
CPV codes

Click Hera
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The below screen will open;

e To set alerts for ProClass/Category — select ‘View New Categories’ and select all that apply.

e To set alerts for Keywords — select ‘Add Keywords’ and enter all that apply. Only a max of three
can be added at one time.

e To set alerts for CPV Codes — select ‘View New CPV Codes’ and select all that apply.

Manage Category Alerts

Below is a list of all categories you have selected for alert emails. To delete a category from this list you can select the category and use the 'delete’ button.

[ category
) No Category Alerts selected

| View New Categories | Delete | Done

Manage Keyword Alerts

Below is a list of all keywords you have selected for alert emails. To delete a category from this list you can select the category and use the 'delete’ button.

[ Keyword
) No keyword alerts selected.

Add Keyword(s) || Delete | | Done

Manage CPV Codes Alerts
Below is a list of all CPV Codes you have selected for alert emails. To delete a CPV code from this list you can select the CPV Code and use the 'delete’ button.

[ CPV Code

O No CPV code alerts selected.

View New CPV Codes | Delete ‘ Done

Search for Opportunities

After you have logged in, from the home page you should see a link similar to these options:

Q Find Opportunities

Search for opportunities to tender.

Click Here

p Find Opportunities

To search for tendering opportunities that have been published by the buying organisation, click Find
Opportunities. (If you don’t see this link it will be because the buying organisation is not publicising its
tender opportunities through this portal.)
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services [ %) n Sort by: Alphabetical ¥

Cleaning services (cos4s)
Cleaning services...
Category: Cleaning > Cleaning Service > Internal | Estimated value: I Contract Starts on:

Exploratory Analysis Software (Demo) (c0740)
System to provide data analysis for the authority...

Issued by: Information & Communication Technology | Category: Facilities > Printing | Estimated value: | Contract Starts on:

Fleet servicing (cosss)
Fleet servicing contract...
Issued by: Facilities ‘ Category: Vehicle > Maintenance ‘ Estimated value: £100k | Contract Starts on: 01/12/2017

Enter one or more search keywords and click Search. The Search looks in all fields and operates like a
web search engine, so if you enter two words it will return records that contains either word. Click on
the title of an opportunity to view further details.

A maximum of 10 results are displayed on the page. Click Next at the bottom of the page to view the
next 10 results.
Download Opportunities

From the bottom of the ‘Find Opportunities’ page, Click Download CSV to generate a file containing all
the data displayed in the search results.

Expressing interest in opportunities

Expressing interest is a means of notifying the buying organisation of your interest in potentially
responding to an opportunity and of obtaining further information, such as documentation packs,
about the opportunity.

Note: If the buying organisation has invited you to tender, you do not need to complete this step —the
details of the opportunity should already be visible to you via the My Proposals and Quotes link.

From the Find Opportunities page, click on the title of an opportunity. If the tendering project is
at the stage where it is open for suppliers to express interest, you will be able to click Register Interest.

Cleaning services

«Back

Hide documents

Register interest

Name
download Instructions and Information to Tenderers.pdf
Contract Ref C0848
Description Cleaning services
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The Register Interest button will not appear if the window for registration has not yet opened
or if it has closed. It will also not appear if the procedure the buying organisation is using does not
permit supplier self-registration.

If you are not already logged in, the system will prompt you to log in or register, after which your
interest will be registered and you will be able to view the details of the opportunity under My

Proposals and Quotes.

If the buying organisation has shared any supporting documentation related to the tender, these can
be accessed by toggling the View Documents/Hide Documents button.

View your proposal and quotes

If you have either been invited to respond or have registered interest in an opportunity, click My
Proposals and Quotes on the Home Page (You will need to have logged in to access the Home Page.)

My Proposals and Quotes

The My Proposals and Quotes page lists all of your Open and Closed opportunities, their
current status and time remaining until the response deadline.

My Proposals and Quotes

Show:
‘ All
Ref/Title Issued by Status Closing Date  Time Remaining
706 - ite r ion Facilities Open 13/12/2017 > 1 month
12:00
C0709 - Scaffolding Facilities Response deadline not 06/07/2017 Closed
enforced 12:00
C0736 - Abraaj Test Project Closed 27/10/2017 Closed
12:00
740 - lor. nalysi r Information & Communication Closed 25/09/2017 Closed
emo. Technology 12:00
0754 - Bread and bak rodus Economy Services Response deadline not 31/10/2017 < 1 hour
enforced 14:00
CO0767 - Reprographics Response deadline not 02/11/2017 < 2 days

enforced 12:00
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Opportunity Page

The Opportunity page is presented as per image below and it contains the following components:
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Home

My_Proposals and Quotes » C1439 - Health Services

C1439 - Health Services

Health Services is a project funded by EU and is also contained within the School's Workforce, innovation and improvement
theme. It is a collaborative research programme with Swansea and Cardiff Universities.

Deadline for clarification questions:
Closing Date/Time 7] : 30/11/2020 12:00 /lzl
Current Date/Time 7] : 11/11/2020 17:01 Refresh

You have Accepted this opportunity and expressed your intention to respond.

- e T

n Required Questions

Requirements Sections emaining Completion Status Status

Stage 1 - Qualification Questionnaire 0 BT  submitted
IE— Stage 1 - Technical Questions 0 BT  submitted

Stage 2 - Presentations 1 Not yet submitted

Stage 2 - Proposal 1 ‘_E Not yet submitted

1 If you stay on this page for more than 30 seconds, this red link appears on the page to alert
you to recheck the current system date/time.

Note: You will not be able to change your response after the Closing Date/Time. The system’s Current
Date/Time is displayed for reference but does not automatically update if you wait on this page. To
obtain the correct system time, click the Refresh link (appears after 30 seconds of waiting).

If you have registered interest to the current opportunity, the Accept button will be
automatically selected. If you have been invited to bid to an opportunity, you will need to
Accept the invitation before completing and submitting your responses.

2 Click Documentation to view and download all documents provided by the buying

organisation relating to this opportunity. The documents may be structured in folders and
will be displayed as shown below:

10
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Home

My Proposals and Quotes » C1439 - Health Services » Documents

Documents

Folder: Supporting Documentation
Document Name File Size Uploaded Date Downloaded )Zkl\ction
Lorem Ipsum.docx 14320 Bytes 11/11/2020 16:46 (by Sian Davies on 11 Nov 2020) Download

Folder: Second Stage Supporting Documentation

Document Name File Size Uploaded Date Downloaded Action
Lorem Ipsum.docx 14320 Bytes 11/11/2020 16:46 IB-—-New Download
Atamis-TM.pdf 2340327 Bytes 11/11/2020 16:46 New Download

a) Shared documents will be displayed per folder and you are able to expand or
collapse the list of documents by clicking on the arrow displayed next to the
folder name

b) New documents that have not been downloaded by yourselves yet, will be
marked as New

¢) Click Download to download the document. Once downloaded, the system will
mark the date/time and the name of the user that has downloaded the file

3 The communication between the organisation and yourselves must take place via
messenger function. You can access all communications on Messages page. See Message
Centre for more details.

4 EachRequirement Section will contain several requirements. All Requirement
Sections will be visible here and you will have to open each one of them to access the
requirements. Go to Responding to an opportunity for more details.

5 Every section will contain a number of required requirements and, as you enter your
responses, the column will reflect the number of remaining required requirements due to
complete.

6 The completion status for each Requirement Section is calculated by the system
from all the Required responses in the requirement section. If you have entered a
Response but not marked it as Complete, the system treats that Response as 50%
complete; if you check the Complete box, it treats is as 100% complete.

Note: The Completion Status bars are determined by how many responses you have entered and
whether you have marked them as complete. If you had entered all mandatory responses but had not
marked any as complete, the bar would show as 50%. The ‘Complete?’ checkbox provides you with the
option to draft responses first and then confirm/approve later.

11
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You do not need to have marked each Response as complete in order to submit your final response.

7 When you click Submit the system will check you have completed all the Required
(including Pass/Fail) Requirements, then mark all Responses as Complete and display a
submission confirmation message. Upon confirmation of submission, a submission
notification will be sent to the email address registered and a copy of it is available in the
Message Centre as well. Go to Submitting a response section for more details.

8 When you confirm the submission, the status of each Requirement Section will update
accordingly. As the project progresses into other project stages, the submission status for
each Requirement Sectionand Project Stage will update accordingly.

9 If you need to decline the invitation, you can do so by clicking on Decline. You will be given
the option to write a message for the buying organisation.

Decline Interest In
Opportunity

If you do not intend to continue participating in this procurement exercise, please provide a reason for declining below and click
Confirm to inform the buying organisation of your decision.

Hello,

Thank you for the invitation to participate in |this
opportunity. Due to prior commitments we are
unable to take part on this occasion.

Conﬁnn Cancel

Responding to an opportunity
In order to review and respond to the requirements Click on one of the Requirements Sections.

The system will present you with a page containing the following components:

Home

My _Proposals and Quotes » C1439 - Health Services » Stage 2 - Presentations

Stage 2 - Presentations Section

Completion Status (3 -:;- —m

If you prefer, you can also Work Offline Ofﬂme

Back to Summary Edit Responses ._E n

Requirements

Response Summary Response Type Status (7]
01 _Please attach a copy of the presentation you will undertake part of Please click on the Required -
the upcoming_presentation day requirement to view or
upload attachments
02 _Please provided additional details in the box provided Please click on the Required e

requirement to view or
edit your response

1 TheCompletion Status barsare determined by how many responses you have
entered and whether you have marked them as complete. If you had entered all

12
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mandatory responses, but had not marked any as complete, the bar would show as 50%.
The ‘Complete?’ checkbox provides you with the option to draft responses first and then
confirm/approve later.

You do not need to have marked each Response as complete in order to submit your final response.

2 For each Requirement Section, you can use the Work Offline function. The system will
provide a spreadsheet in which you will be able to enter your responses and upload them
on to the portal. Instructions are provided on the Work Offline page as well asin cell
Al in the downloaded spreadsheet.

Stage 2 - Presentations Section
If you'd prefer to work on your responses off-line, you can download the requirements for this section and the responses you've

completed so far by clicking Download. Note that Rich Text Area and Attachment type responses are excluded from this
download — you need to complete those directly in the system.

Download
To upload your changes, you must keep exactly the same file format, i.e. CSV file with the same column headings. If you are
entering currency values, avoid using pound signs and commas, e.g. enter “1000.00” and not “£1,000.00". Remember to pay
attention to any character limits on textual responses. If any responses fail the validation you'll be notified.

Upload Responses

Back

3 C(ClickBack to Summary to returnto the Opportunity Page.

4 Whenthe Requirement Section page is accessed, the default view of the
requirement is set to Expanded View. The Expanded View presents the full body of
the requirement and allows you to enter your responses while on the page.

If you click on Compact View the system will trim the body of the requirements as per below. In
order to enter your response from Compact View you will need to click on every
Requirement.

13
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Home

My _Proposals and Quotes » C1439 - Health Services » Stage 1 - Qualification Questionnaire

Stage 1 - Qualification
Questionnaire Section

Completion Status (7] - [ 14% |

If you prefer, you can also Work Offline

Back to Summary Expanded View

Requirements Heading Response Type Status (7]
A01 The Contracting Authorities require bidders (and their sub- Information Required -
contractors/partners) to have achieved c ... Governance

AO02 If you have answered Yes to any of the points in 2.1(a), have Grounds for mandatory Required -
measures been taken to demonstrate the .. exclusion

5 The Expanded View presents the full body of the requirement and allows you to enter
your responses while on the page.

If you prefer, you can also Work Offline

Back to Summary Compact View .—E

Requirements Response Summary Response Type Completed?
A02 If you have answered Yes to any of the points in 2.1(a), Required
i, [
organisation despite the existence of a relevant ground for _
exclusion? (Self Cleaning) Yes
Please enter,_Yes, No or N/A _
A04 Details of Persons of Significant Control (PSC), where E—- Click To Edit Required
appropriate *:

a) For some type of responses, the system will allow you to edit while on the page,
such as selecting one of the picklists

b) For other type of responses, you will need to click on the link in order to enter
your response

c) Click on the checkbox to mark a response as completed
d) Clickon Save Responses to save your entries while working on this page
6 The requirements will be displayed in a list regardless what view you have chosen

7 Response Summary column will display your entered and saved responses. Please note
that some responses will require you to click on the Response Summary link in order to
enter your response. This action will direct you to a page where you can enter your
responses.

Each Response page will have a different appearance depending on the Response Field Type.
14
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Two examples are shown below for Attachment...

06 Please provide a copy of

Action

Edit » View » Delete

Attach File

you Modern Slavery Statement A
Type Title Description
Attachment Lorem Ipsum

Required / Optional Required

Response Status \

Completed? (7]

m

and Rich Text Area:

Q3 Sample requirement: Enter description using rich text area

Response

Required / Optional
Response Status

Completed ?

Sample Quality Heading

A
\ [[B I U Ss|eo®@m|e=s =|:=1=%¢|
The following diagram describes the solution =
« PartA
e PartsB&C

Altitude, precipitation, geology, slope and water flow accumulation for the basis for the analysis. Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Neque aliquam vestibulum morbi blandit cursus risus at
ultrices. Elit eget gravida cum sociis natoque penatibus. Sit amet cursus sit amet dictum sit amet justo. Rhoncus mattis rhoncus urna neque
viverra. Sit amet venenatis urna cursus eget nunc scelerisque viverra mauris. Elementum tempus egestas sed sed. Malesuada bibendum arcu
vitae elementum. Nisl nunc mi ipsum faucibus vitae aliquet nec ullamcorper. Nunc sed blandit libero volutpat sed cras. Sollicitudin ac orci
phasellus egestas tellus rutrum

ﬂ Exploratory data analysis |

Gt
QitRbution Assessing spatial patterns
Secondary
covariates

Required

flow accumulation

,—I | Assessing variable I o
Aicteibitinn

Altitude, precipitation, geology, slope and water |

\=

Note: When completing responses of type Rich Text Area ensure thatimages are added to the

response area by clicking on the Tmage IconE rather than pasting the image in the response area.

Click Left or Right to move through the section. Your entries will be saved automatically
when you move from one response to another. Alternatively, click Save before moving off the page.

Click Back to return to

the opportunity page or use the breadcrumb trail at the top of the page.
15
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Note: It is recommended NOT to use the Back button on your browser when using these pages.

8 The buying organisation will request you to provide answers to required or optional
requirements. This column will specify if the requirement is Required or Optional.

You must provide answers for all required requirements in order to submit your responses. When you
click on Submi t, the system will display a window with incomplete requirements if some required
requirements have been missed.

9 The flags displayed denote the Status of the response

. P Response entered and the Completed? Checkbox checked. You may submit
your responses

. \g Response entered, but Completed? Checkbox not checked. You may submit
your responses

F Response not entered. You must enter a response in order to submit.

Message Centre

To raise a clarification question with the buying organisation or to view any other communication with
the organisation, either:

* locate the opportunity using My Proposals and Quotes, open the tender, then click
Messages. This displays questions that you have previously asked (and answers when
available) for the tender you’ve opened.

* onHome Page,clickonMessage Centre. This will display a list of all messages for all
tenders.

Note: When you ask a question, it may take a few minutes before it appears in your messages list.

If you attempt to send a message afterthe Clarification Question Deadline has passed,
you will see the message below indicating that a reply may not be provided:

16
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e

@ Please note that as it is now after the Deadline for Clarification Questions, you may not receive an answer to your question.

Please enter your message below and click Send

Choose file | No file chosen ‘ Send| | Back|

(Please note that including large attachments might cause the page to load slowly, please do not refresh or close the page after submitting a message until loading is complete)

Your question will still reach the buying organisation, however a response may not be provided.

Note: You’ll receive an email immediately an answer is provided for your question, or indeed for any
published answer, so you don’t need to keep checking in the portal.

Submitting a response (Accept, Submit or Decline)
Accept

If the buying organisation has invited you to this opportunity, you will be requested to Accept the

invitation before you can enter and submit your responses. The Submi t button will not be visible until

you have accepted the invitation.

C1439 - Health Services

Health Services is a project funded by EU and is also contained within the School's Workforce, innovation and improvement

theme. It is a collaborative research programme with Swansea and Cardiff Universities.

Deadline for clarification questions:
Closing Date/Time (7] : 30/11/2020 12:00
Current Date/Time (7] : 11/11/2020 16:57 Refresh

When you click on Accept, the following message will be displayed which will request your
confirmation before proceeding.

17
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Express Your Intention to Respond to this Opportunity

Please click Confirm to indicate to the buyer that you have received, understood and accepted the
requirements for this opportunity and intend to respond.

|Confirm| Cancel

Submit

To submit your final response, locate the opportunity using My Proposals and Quotes, then click
Submit.

Note: You will not be able to submit a final response if there are mandatory requirements that you have
not entered. However, you don’t need to have checked the Completed box on every response in order
to submit, the system will mark them as Completed for you.

This will generate an email to the buying organisation indicating that you have responded. Depending
on the procedure being followed, the buying organisation may not be able to view your response until
some time after the Closing Date/Time for the opportunity.

Note: You will not be able to submit your final response after the Closing Date/Time, however all of the
responses you entered before the deadline will still become visible to the buying organisation and may
be considered for evaluation. This is dependent on the type of procurement procedure the buying
organisation is adhering to.

In exceptional circumstances a buying organisation may grant a supplier a late submission. This must be
agreed directly between the supplier and buying organisation.

The Status of each section will update as per below:

* Not yet Submitted—you are still within the Response Window of the
opportunity and you are still able to submit your responses

* Submitted - you are still within the Response Window of the opportunity and
you have successfully submitted your responses

* Did not Submit -the Response Window for this opportunity is now closed.
This status denotes that you have not submitted your responses

* Evaluation Started-—the Response Window for this opportunity is now
closed, you have successfully submitted your responses and the buying
organisation has started the evaluation of your responses.

If you would like to amend your submitted responses, you are able to do so if the Response Window
for the opportunity is still open. To amend your already submitted responses, simply navigate to the
relevant requirement and amend your response. If you attempt to edit a response that has already
been submitted, the system will display a warning window with the following message:

You have made a change to an already submitted response. Would you like to
save your changes and override your latest submitted response?

If you click Yes, the modifications you have applied to your response will be saved and re-submitted. If
you click No, the modifications you have applied will not be saved and re-submitted.
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Decline

If you do not intend to respond to the opportunity, click Decline and provide a reason. This will be

communicated to the buying organisation. The decision can be reversed if required by clicking on the
Accept button again.

Decline Interest In
Opportunity

If you do not intend to continue participating in this procurement exercise, please provide a reason for declining below and click
Confirm to inform the buying organisation of your decision.

Hello,

Thank you for the invitation to participate in |this
opportunity. Due to prior commitments we are
unable to take part on this occasion.

Confirm  Cancel
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