DPS Call-offs: Submitting a response on the South East Business Portal

When a DPS Call-off is published, you will receive an automated email from the
Portal informing you that you have been invited to quote.

1. Log into the portal
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2. The portal homepage is displayed.
3. Click on the Recently added tab.
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4. Select the opportunity by clicking on the title.



South East Business Portal®
——

Home » Test Tender

Back 1o home page
Activity : Test Tender

Events

{Respond by: 051042019)

Hide detais | Start Archive this activi
Messages (0)
Activity type: RFQ T
Reference: 378781 You have recsived ) message(s} of which 0 are unread
Respond by: 05 April 2019 a1 15:00
Response status: Not staried

Audit history

lew audit history

5. The opportunity homepage opens
6. Select Start under the Tender/Quote event

proactis

Home  Findopportunities  Myaciviies  Mycontacts  Help
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Activity information © Take atour Deadiine & time remaining
Buyer: Oxfordshire County Council

A response 1o this activity can be submitted no later than
5th April 2019 at 3:00 PM ¢
Time remaining &

Title: Test Tender ID: 378781

Description: This s a test

Activity primary contacts &

Kay Appleby

T:07775407553

e Messages & clarifications (0)

"

E: kay appleby@oxfordshire. gov.uk @ This panel will show any messages & clarifications that have been
560t 10 you concarning this activity from the buyer

You have received 0 message(s) of which 0 are unread

Activity documentation, files & links (1) & / o
Title

Your response
Type Size
&, How 10 Express an Interes! in an Oppoctunity docx docx 857KB The checklist below shows the current status of your respanse to this
activty

Activity documentation, files & links (1) &

tde
Your r
Title Type Size our respanse
& How o Express an Interest in an Opponurity.dacx dacx 857 KB The checklist belaw shows the current status of your respons to this
activty
This is your response submission progress checklist:
Terms &conditions (1) @
Before you can submit your respanse you need fo...
& ems and Conditions

. Indicate your intent to respond
@ 5ot response or opt oul the activity
@ Complets the additional informatian section
/ @ Uriosd atfeast one anachment
' Accept terms & conditions fully or in part
@ submi your response

Options currently available to you are.

> ‘Start my respanse m Indicata your intent to respond

The tender/quote page opens

The Call-off form can be found in the Activity documentation, files & links

section

9. You will see traffic lights on the right side of the page. You must complete all
actions which will turn the light green before you can submit your response

10.To start your response select Start My Response

© N



Home  Eindoppofundies  Myactiiies  Mycontmcts  Help Your account  Logout

o1 » Test Tander

Back to summary @ Take a tour

Your response summary

Response informaltion o Daadline & time remaining «

Supplier:  OCC Test Account Company reg numbar: N/A & respanse to thia activity can be submitted no laer than
Workgroup: - Procursment Company address:  County Hal 5th April 2019 at 3:00 PM &
Onford )
Workgroup contacts: Oxdordshire Time remaining &
Workgroup contacts:  Kay Lovise Appleby United Kingdam
R X1 1ND
Activity id:  DNI7T8781 Websits: Nong

Response id: R4144673

Additional information & —_—p s

You have not started the ‘Additional information’ section. Click on the ‘Edit ink to begin

Your response & Response bistory

The checkist below shows the current status of your response to

ths aciivity
Response documentation, files & links (0) & L] This is. your response submission progress checkiist:
So far you have....
Mo anachmeats @ Indicated intent to respond (030042019 15:32)

@ Started to draft your response to this actiity

Terms & conditions (1) » V scoottems & conditons. 3 pecting trms & conditons Before you can submit your response you need fo...
@ Complete the addtional information section
Tite @ Upload at laast ane attachment
& . Accept terms & conditions fully or in part

@ Submit your response

11.Response screen opens.
12.The 1%t and 2nd traffic lights will turn green.
13.Click Edit Additional Info

TATUImonar mormartorn

Supplier reference (optional) w

Response information (optional)

Additional comments (optional) &

[7] I have read and understood this section and can confirm | am happy not to include any additional information &

.

14.The Additional Information screen opens.
15.Tick check box
16.Select Save



Home » My activities » Test Tender » Test Tender
Your respense summary Back io summary @ Take atour
Response information & Deadline & time remaining

Supplier: OCC Test Account Company reg number: A A response 1o this activity can bo submittod na later than

Workgroup: Procursmen Company address: County Hal Sth April 2019 at 3:00 PM &
Ondord -
Workgroup contacts: Oxfordshire Time remaining &
Workgroup contacts: Kay Louise Appleby United Kingdom
Activity ld:  DN378781 X1 ND
Webshe: Nane

Response id: RAT44673

Additional information &

# £t
Your response o
Supplier reference, response information & additional comments:
You have acknowledged that you do not want to include a reference of your own, further response information or additional comments as part of your response The checklist below shows the current status of your response to
thes activity

Response documenlation, files & links (0) & —’ A This is your response submission progress checklist:

So far you have.....
Mo attachments @ Indicated intent 1o respond (ONDAT2019 15:34)

W Started 1o deaft your responseto this activily

7 s @ Completed the additional information section

17.The Response screen opens.

18.The complete additional information traffic light turns green.

19. To add an attachment (your tender/quote response), select Add under the
Response documentation, files and link header

Home » My activifies » Test Tander > Test Tender

Your response summary o <Back to summary © Take atour
Response information & = = Deadiine & time remaining «
© Marium e sice 1000M8
Supplier: OCC Test Account « Vel e ypes: b, A, s, vod, g, 1o, o, K5, O . PO 0. B, X 2 9L A response to this activity can be submitted no later than
Workgroup: Procurement oc 0, o, docx, s, pots, B3, v, 14a s, Wi, 15, P, v, wav, 0. o9, 5th April 2019 at 3:00 PM &
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Time remaining &

Workgroup contacts:  Kay Louise Appleby
Actiiy id: DNOT8T81

Response id: R4144673

7 Bt
Your response u fesnonse hestory
Supplier Information &
Yau have acknowledged that you do not want to include a reference of your own, further response information The checklist below shows the current status of your r¢sponse to
this activity
Response documentation, files & links (0) & o Al This is your ‘heckiist
So far you have....
No attachments @ Indicated intent to respond (0310412019 15:34)
@ Started to draft your response to this activity
@ Completed the addtional information section
Terms & conditions (1) & R octne o conaons B
¥ your response y
Title @ Upload atleast one attachment
g £ Close ' Accept terms & conditions fully or in part

@  Submit your response

20.To add files select Add Files
21. Select the file from your system and select Start Upload

Home. NG Oppotues MY AVIES i contz Cur account  LogoUL

Home My activities » Test Tender » Test Tender
Your response summary Back lo summary @ Take a tour

Responsa information & Deadline & time remaining &

Supplier: OCC Test Accaunt Company reg number: NiA A response to this activity can be submitted no later than
Workgroup:  Procurement Company address: g;:ugnau 5th April 2019 at 3:00 PM &
Wor 3 P
rkgroup contacts Onfordshire Time remaining &
Workgroup contacts: Kay Lovise Appleby United Kingdom
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Additional information « 7 Edit
Your response Response history
Supplier reforence, response information & additional comments:
You have acknowledged that you do not want 1o include a reference of your own, further respanse information or additional comments as pan of your response The checklist below shows the current status of your response to
this activity
Response documentation, files & links (1) & * ag0 This is your response submission progress. checklist:
Sa far you have.....
Title Type Size @ ndicated intent to raspond (0300472019 15:1)
& tHowio Express doex 857KB o @ Stented to dra your response to this activiy

@ Compieted the adtionalinformation section

@ Upioaded at least one attachment
Terms & conditions (1) & ———p WV cenot oms & conomons: 38 poctne toms & coiions Before you can submit your response you need fo...

Title @  Accept terms & conditions fully or in part
P @ submit your response
Terms and Condition:

22.You need to accept the term and conditions of contract for your bid to be
valid. Select Accept terms & conditions




Response information &

Deadiine & lime remaining &
OCC Test Accaunt Company reg number: N/A

Procurement

A response to this activity can be submitted no later than
C v 2 Co Hall
ompany address: 0‘::‘“’::‘ al 5th April 2019 at 3:00 PM @
Worke : "
jorkgraup coniacis: Oxfondshire Time remaining
Workgroup contacts: Kay Louiss Appletry United Kingdom
0X1 1ND
Activity id: DNI78781 Webeho: Noss
Response id: R4144673

Additional information &

# Edt

Your response w
Supplier referencs, response information & additional comments:

You have acknowledged that you do not want to include a reference of your own. further response information or additional comments as part of your response The chacklist below shows the current status of your response to
this activity
Response decumentation, files & links (1) &

This is your response submission progress checklist:

So far you have....

Title Type Size @ 'ncicotedintent 10 respond (030412019 15:38)

&  How to Express an Interest in an Opporiunity docx B5T KB Q @ Started to draft your response to this activity
@ Completad the addional information section
@ Uploaded at least ane attachment

Terms & conditions (1) & ¥ pocine tems 8.0 @ Acceptad terms & condstons fully or in part

Title Almost done, ail you need to o now s.....
&  Temms and Conditions

. Submit your response

Optians currently available to you are....
[ subit response SRR

V' You have acknowledged your scceptance of the isted terms & condiions

23. All traffic lights will show as green.
24.Select Submit response

Submit response

Are you sure you want to submit this response?

Gane

25.A message will pop up asking if you want to sub
Submit response

mit your response. Select

Home » Test Tender » Test Tender

Back fo dashboard
Activity information &

Deadline & time remaining
Buyer: Oxdordshire County Council

IXFORDSHIRE A response to this activity can be submitted no later than
GUNTY COUNCIL
Tile: Test Tender ID: 378781 e cxtordiire o1 5th April 2019 at 3:00 PM @
Description: This s a fest

Time remaining &

Activity primary contacts &

Hide

Kay Appleby
775407553

Messages & clarifications (0)

@ This panel vill show any messages & clarfications that have been
‘sant to you concarming this activity rom the bayer

You have received 0 message(s) of which 0 are unread

Activity documentation, files & links (1) &

Hige
Title

Your respon:
vpe Size
&, How 10 Express an Infere doex 857 KB

ersion 1 - Submitted) Respanse nistory

Thie chickist below shows the current status of your respanse to this
actity
This is your response submission progress checklist:
Terms & conditions (1) & Hide ¥ v prog
You have successfully....
& o and Condiian

@ Submitied your response Version 1 - 03/04/2019 15:43)

26.0n the opportunity homepage, you will see that you have submitted a
response.




