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STRATEGIC PROCUREMIERT FOR YDRRSHIRE AND HUMBER

il Welcome to the YORtender Portal

Cookies

i

) Providing access to Local Authorities tender opportunities within
Planned downtimes : :
the Yorkshire & Humber region

Accessibility Statement

QB A

-Asingle procurement approach across the Region
-A means to share, co-ordinate and collaborate on procurement exercises

[# New supplier registration

O Contract Register - E-Enabled for all to work smarter and to reduce procurement lead times
~ suppliers can register their capabilities and interests in opportunities
-Suppliers receive email alerts of opportunities
User name -Immediate access to current opportunities

- Contract Management functionality to support effective management of
Corporate.Procurement.Supplier” )
eontract for buyers and suppliers

Password

A simple, secure and efficient means for managing tendering and
quotation activities reducing the time and effort required for both
buyers and suppliers.

Log in

Forgot your password? Supplier Registration is easy and free — just click 'New Supplier
Registration' to the left

- Suppliers can create multiple users under one master company account
- We suggest you include a generic company email address (e.g. sales@)

- You can add CPV codes to receive free CTM Alerts for tender opportunities



https://yortender.eu-supply.com/login.asp?B=YORTENDER

Accessing a Tender / Opportunity

To view Open opportunities, select CTM
Published Tenders

To view a Restricted opportunity you have
been invited to, select your New Invitations

BizAlerts: Daily Tender Alerts
UK & IRL Tenders, Overview Video

@ [cT™ Published Tenders]

My quotes/tenders

(0] have A d ity, i = itati i
nce you have Accepted an opportunity, it ] |12 New Inwtatlons"49 Ongolng,l 60
will be accessible in Ongoing Closed
Figure 1
Ongoing public tenders N
Filters e
Filter the results if required Toxt fitor with keyword @
. Local v Name v
using keyword(s) or other
. To CPV
deta I I sa nd SeIeCt the 27/04/2022 + Add O Search within expired quotes/tenders
relevant opportunity
Quote/te...# Reference $ Name 4 Dateofpubli... $¢ Responsede... $¢ Process 4 Buyers 4 Countries 3
28118 test 27/04/2022 30/04/2022 00:00  01A Requestfor...  Kirklees Council United Kingdom
28102 28.04.2022 Single Supplier Award 25/04/2022 28/04/2022 12:00 01A. Request for . East Riding of Yorkshire C. United Kingdom
28029 DPS Test DPS Test March 2022 30/03/2022 31/03/2038 00:00 08B DPS Qualific. Leeds City Council United Kingdom
28024 Framework for IT Services 29/03/2022 30/03/2024 12200 a. Framework Qu...  YHSPG Test United Kingdom
Figure 2

test - Example

® Click 'Accept to get access to the quotefiender information. Before you accept, make sure your user account is connecied to the comect organisation nuj
you can find out if you click on View your presentation here! from your Home page. If you can't see the Accept button you need to first login or register you
are unsure if the company is registered piease contact the helpdesk on tendersupport@eu-supply.com.

In order to view the tender /
qguote documents you will
need to Accept the
opportunity

Figure 3

Select Access documents to
view and download the
tender / quote documents

To submit response:

and password.

Detailed instructions
Contracts

My Response

Quote/tender

Please allow some time for sending of your response
‘We recommend tesling submission before the deadline.
After clicking "Submit response’ you will be required to verify yourself by enter your user name

Evaluate the risk of pofential interference (Internet connection speed, Internet connection failure.
power failure, change of computerized workplace settings, etc.).

Messaging

22 View quoteftendel [T Access documents [l Questions and answers & Assign user access @ Internal notes

Example

o Response not submitted {Scroll down to submit)

© Time e 63:03:44

Audit trail

Dates (UK time)
Publication of notice 27/04/2022 08:30

Example

Reszponse deadline 30/04/2022 00:00

Figure 4



Questions & Answers

Quote/tender 28118 - test - Example
Ingtructions

To submit response:

Please allow some time for sending of your response.

‘We recommend testing submission before the deadline.

After clicking "Submit response’ you will be required to verify yourself by enter your user name
and password.

Evaluate the risk of potential interference (Intemet connection speed, Internet connection failure,
power failure, change of computerized workplace settings, etc.).

Detailed instructions

My Response Contracts | Messaging | Audit trail

@ Response not submitted (Seroll down to supmit)

@ Time left: 63:03:44

To ask a question or view existing
guestions and responses select

Dates Questions and answers
Quote/tender Public}
Exany
222 View quoteftender (I Access d t4 <% Questions and answers [ Assign user access @ Internal notes . . .
: res]  Select a question to view the details
Figure 5 and response
IMPORTANT

e  Check existing questions and answers before submitting a new question to avoid duplication.
e All questions must be submitted individually — requests including a number of questions may be
rejected and you may be asked to resubmit each question individually

@1

The deadline for questions
will be shown on the

page.

Select Ask question to ask
a hew question

Once the deadline has
passed, the Ask question
function will no longer be

‘Question and answer’ | —

Step: 1. Example

I Deadline: 25/04/2022 12:DOI

I Ask question I Print Back

Step: 1. Example

Deadline: 27/04/2022 12:00,

ject
aVa||ab|e. mple question
Ko« 1 » W Pae 1lQuote/tender 28118 - test - Example
@ Instructions
A Itis not possible to ask questions because the deadline to ask questions has passed I
Figure 6 [

If you do need to contact
the project team after |
the question deadline

messaging function (see
ure 5) as this has no
deadline. Questions
asked via this function
may not be responded to
prior to the tender

fig

ter

swer later Draft question Read

~ All ~ Al ~

earch Reset

you can use the

Id]f Sentdate$ Answer date &

2222 27/04/2022 27/04/2022

submission deadline. « @1 » M Page 1

Subject

Example question

of 1

Ask question Print Back

items perpage = 25 « Display

Send Delete




Submitting a Response

Log on to YORtender

My response
Example
—

A p 1ts

0 document(s) aftached in this section

Attach documents...

View/Print response form

Access the opportunity from My
ongoing (see figure 1)

Select Attach documents

Response not submitted

Cancel expression of interest

Figure 8

o — ]

= Quote/tender folder

@ Mo documents attached

Select Upload files and add your
tender/bid documents

I Uplead files... I Add from shared folder... I Done

Figure 9

You will be taken to a pop-up
screen and linked to your
computer drives so you can upload
your completed documents onto
the system.

These will appear in a list on the
Attached documents page and a
blue Upload button will be
accessible when all of the selected
documents have been added.

+ Add files..

Attached documents

% Tender Response.docx (15 kB)

Select file(s) and drag here to upload

Upload Cancel

My response
Example
—

Additional response documents

1 document(s) atfached in this section

2 iew quotetender (O Access documents © Questions and answers & Assign user access @ Internal notes

Attach documents. ..

View/Print response form

Figure 10 -
g Select Done when finished
Select Submit response
My Response  Contracts  Messaging  Audit trail
Dates (UK time)
Quote/tender

Publication of notice 27104/2022 08:30

Example

Deadline of clarification questions
Response deadline

27/104/2022 12:00
25/05/2022 00:00

Progress

Percent complete

Response not submitted

Cancel expression of interest Submit response

Figure 11



Select Send to verify your ID and
Submiesponse then Close window

You are submitting on behalf of this supplier
In order to submit  response you need fo enter your user name and password

Response successfully sent to the buyer!

Click the button below ta go back to your respanse details
Please NOTE: Before you send your response, please make sure your user account is connected fo the coreo organisation number. You can find your

organisation number if you log in an click an View your pre. jon here! from your Home page under Account administration
Close window

Verification
Thank you
(k User name
Do you want o win more business? Would you like personalised alerts of relevant UK and Ireland tenders daily?
Password

Start your free Irial of BizAlerls today!

€) Vhen submitting, your response will be sentto the buyer. Access to the buyer may then be resiricted by any opening precedure used.

Figure 12b
g

Figure 12a

The Percent complete bar will change
from red to green and the date and
time of your submission will be
displayed on screen

Response submitted

@ Time left

My Response  Contracts  Messaging  Audit frail

Dates (UK time)
Quote/tender Publication of notice 27104/2022 08:30
Example

#2 View quoteitender (O Access documenis & Questions and answers & Assign user access ¥ Internal notes
Deadline of clarification questions 27/04/2022 12:00

Respense deadline 25/05/2022 00:00
My response Progress
Example
——
Additional response documents Percent complete

Response submitted: 11/05/2022 13:18

View/Print respense form Withdraw response

Figure 13

On your submission screen, if the response deadline has not passed you can withdraw your response if
required or amend the attachments you have added.

If you make any changes to your attachments the percent complete bar will return to red, and you will
need to Submit your response again for the changes to take effect.

If you do not resubmit before the deadline the revisions will not be received by the Council and your
previous submission will stand.



Opportunities with Multiple Lots

Opportunities with multiple Lots will
be displayed as shown below.

My Response = Contracts  Messaging  Audit trail

Dates (UK time)
Quote/tender test example
i View quote/tender [J Access documents < Questions and answers & Assign user access ¢ Intemnal notes Response deadline 06/07/2022 00:00
My response Progress

Lot 1 Bikes

Additional response documents

Percent complete

0 document(s) attached in this section Aftach documents...

Additional response documents Percent complete

0 document(s) attached in this section Altach documents...

Lot 3 Boats

Additional response documents

Percent complete

0 document(s) attached in this section

Aftach documents
Respense net submitted
View/Print response form Cancel expression of interest Submit response

Figure 14

Multiple Lot opportunities will usually have responses structured in one of two ways:

e Where there is one submission document provided requiring responses within for all Lots
you are interested in, you may upload your response to any of your selected Lots using
Attach documents

e Where there are multiple submission documents provided (usually one per lot) you should
respond to each Lot of interest by uploading the relevant submission document to the
relevant Lot using the Attach documents for each Lot.

Upload your response(s) using the steps outlined at Submitting a Response

ALWAYS ensure you upload all relevant response documents and appendices (pricing schedules, examples, certificates
etc) with your response. Either all in one lot (option A above) or separately in the relevant Lot(s) (option B above)

ALWAYS read the Tender Instructions carefully for each opportunity you bid for to understand how your response
should be structured as it may differ to the options described above.
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