REGISTERING ON PROACTIS:
SIGNING UP-What to do next...

Once the email and password are accepted, the next step is to enter
your company information and contact details (this will be for the
person who will be the main user of the system for your company).

Organisation details

Please provide your organisation details below.

Organisation name Chanoe

HM Procurement Lid v
Address
Town County
- Please select - b4
Postal code [ zip Country
— Please selact —- ~

Wabsite (optional)
Registration number (cptional) @

e.g. 03182074 (I Not applicable
VAT number (opfional)

If you are only operating in the Falkland Islands, remember to
select the top option for Country; '‘Non-UK'
If Registration number & VAT number are not relevant to you,
just select the 'Not applicable' boxes for both.

Primary contact details

Please provide your contact details below.

Tite First name Last namea

Job title Department

Telephone Mobile (optional) Fax (optional)

Communicalion preferences ) Euheacy Policy

To recaive the full benefits of your ProContract reg}slra‘ﬁqn, buy'rlg nrganlsmiqns may notify you hy email when opportunities are published that you may
be interested in.

“four interest will be based upon your chosen categories of interest and selected region(s) of supply which you will be asked to confirm when you log in
for the first timea.

T | restricted fo, new opparfunity advers, invitations 1o tender and dlarifications

Do you want 1o receive email n cations?

@ Yes () No, | acknowledge | miss out on imponant natifications

We recommend to keep 'Do you want to receive email notifications'
on 'Yes' as that way you will be alerted about relevant upcoming
tenders.
Once you are happy with your details, press the green button to
continue...



The next section is the most time-consuming bit to complete is the

This is where you select the categories (with code sets) that relate to
the items or services that your business provides, or would be

'‘Opportunity areas of interest'.

interested in.

FIG use these codes when setting up new tenders, so if any have the
codes that you have selected, you will get an email notifying you about

the tender when it is published.

Enter keywords into the boxes at the top which relate to your business,

e.dg. 'vehicle parts'.

Opportunity areas of intenest

To racedve the full banafits of your ProContract registration, buying ceganisations may notify you by amail when opportunities are published that you may be interasted in. Your opportunity notification will be based upan

Buying organisations usa variows methods of categornising opportunitios 50 10 help you select the best categories that represent your business you can anter up to 6 keywords below o.g. taxi services. We will then soarc

(disclaimar)

Nate Thubaalmabchmmlawﬂamrﬂnggmmmemegoﬁmslm may be of value to your ceganisatien based upon the keywords you select You must make sure that you are hapgy with the selections 5o
organisation that post

Enter at least 1 keyword

Falkland islands procurgmant

«on this portal are nod responsida for any incomedt selections made

-

Your recommended selected areas of interest categories

‘vou will be infermad of &1l new opporiurities advartised under the listed categories balow if your registration is accepled upon clitking "Continue registration’. 11 is recommended that you check your categories carefully |
clicking on the 'Chick bo refine’ links below

Please Nose: Make sure that you check for variations in vocabulary when refining your automatic selections. For example, "Joinery’ is not 8 keywoed in the UNSPSC category et but "Jeiner & Carpentry’ are.

UNSPSC ik i reine NHS aClass Version 2014

432311503 - Procuremant softwane ZMB - Managamant Consultancy Competition Purchasin
T1161304 - Wall she logistics or procuremaent sarvices ZMP - Contract Staffing Comipatiion Purchasing & Prooy
B0101T06 - Professional procurement senvices ZWB - Purchasing & Procurement Services NHS

B0 151604 - Impart procuremsant senvices ADV - Vanding Machine Supplies

86101704 - Procurement or supply chain tralning FFHN - Vantilator lasting supplies.

10000000 - Live Plant and Animal Material and Accessores and Supplies FFV - Breathing apparatus accesseries or supplies

21101807 - Pollination equipment or supplies FIP - Patigrd carg and treatment products and supples

Scroll right down the list of codes and CHOOSE FROM THE CPV

procurement so you don't need to add them).

Press 'Click to refine' and select the suitable options.

\
o ek &

454%0000-9 -
722124900 -
79418000-7 -

03144000-2

30192000-1

Various office equipment and supplies
- Office supplies

30192400-5 - Reprographic supplies

Procurement software package
Procurement software development services
Procurement consultancy services

- Agricultural supplies

159900004 -
159930005 -
30000000-9 -
30100000-0 -
30150000-7 -

Tobacco. tobacco goods and supplies
Tobacconist supplies
Office and computing machinery, equipment and supplies except furniture and software packages

Office machinery, equipment and supplies except computers, printers and furniture




A pop-up screen will appear, where you can search for particular
categories and select those code lists. When ticked, you will see that they
appear in the 'Selected categories' bar (by clicking on the cross to the
right, you can remove them).

You can add to this later once registered, but to continue, press the green
button at the bottom.

Search categories

Enter the search criteria

w) Exact match ) Fuzzy search

Categories list

=[] 03000000-1 - Agricultural, farming, fishing, forestry and related products
5 = 0-

#[¥] 03142000-8 - Animal products ki

Selected categories

03000000-1 - Agricultural, farming, fishing, forestry and related products.
159300004 - Tobacco, obacco goeds and supplies

30000000-9 - Office and computing machinery, equipment and suppliss excapt fumiture and software
packages

31154000-0 - Uninterruptible power supplies
31156000-4 - Interruptible power supplies

o0 000

LD RNy Remove all Cancel

At the very bottom of the 'Opportunity areas of interest' section is the
'‘Regions of Supply'.
If you are only wishing to see opportunities in the Falkland Islands, you
need to go into 'Click to refine' (on the right hand side of the section)
and remove the UK.
Otherwise, you will be swamped with email notifications about UK
tenders and might miss relevant local opportunities!

Region(s) of Supply

You can further refine your areas of intarest by selecting the regions that you can supply your goods a
provider then choose a regional diameter that you are comfortable with e.g. UK- Morth East England.

Preferred region(s) of supply

United Kingdom

Falkland Islands .
Click to refine

LR iUl Already Registered? Login here



- 4 : You can do this by clicking on @ or un-ticking the UK box in the
countries list. The Falkland Islands are listed as FK.
Then click 'select regions' to return to the previous page.

Region selection

Search regions

Enter the search criteria... @ (@ Exact match () Fuzzy search

Regions list

~United Kingdom
# AL - Shqipéria
#[] AT - Osterreich
#[] BE - Belgique/Belgig
#-[] BG - Bvarapua
+[] CH - schweiz/Suisse/Svizzera

#-[] cv - Kinpog
4[] €Z - Cesko
#-["] DE - Deutschland h

Selected regions

Ip a
it

UK - United Kingdom [%]

FK - Falkland Islands @ | Remove s

_

b LRSS Remove all Cancel

Now you can complete the process by selecting 'Continue registration'
at the very bottom of the screen.

\g

(o R il Already Registered? Login here

N

You will be directed to the final screen, and later you should receive

email confirmation of successful registration, with a direct link to the
login page.

proactis
]

Supplier registration
Mext Steps

Application submitted for approval

ou have successfully submistod your application b0 rogister a5 a ProContract supplies, Your application has been submisted for approval

What happans naxt?

The ProContract team will now meview your application. In most cases. this review will Lake place within the hour and you will be notified by emal if your application is successhal

MOTE: Tha emad you recehe contairs a link that you musst follow in arder to corfirm your email address. Until this action has been comphitod you will not be able to bogin and buyers will ko unaware of your comparry profile

If successful, you will recohve confirmation of your usermama and a link to access your personal activity dashboard

A you log into ProCantract for the first time you will be asked 10 completa your registration procoss

Orvarnight, your interests will be matched against the latest published opportunities and you will ba notified by email. The emadl will contain inks to review, and ¥ you wish, express your interest in each of the opportunities -
What if | don't recedve confirmation 7 F

If you don't receive an update regarding your application within 48 hours you should complate the following -

& Chack your junk and spam foldars of the email account usad to registar

& Ruegister with the ProContract supplier support faam hors and raise a case describing the issue: f ¥ ‘ /
2 F
3
4 1



