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Supplier Guide to E-Tendering

This guide is intended to support you through responding to a tender opportunity 
with Southend-on-Sea Borough Council

It covers the following areas:

• How to Register
• Logging on
• Managing your Account
• How to search for opportunities
• How to respond to a tender
• Submitting your response
• Raising Questions
• How to get back to a started response
• How to amend a submitted response
• Where to go for help
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How to Register 

Click Register to create an account

https://procurement.southend.gov.uk

Page 3

https://procurement.southend.gov.uk/


How to Register Page 4



Logging On

The system will send 
you an email, to 
confirm you email 
address and then you 
will get a login email
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Logging On

Click Login in the Supplier Links to 
Access the System
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Logging On

Search for Tender 
Opportunities

See recent activities i.e. 
started tender responses

Change Company Details:
- Categories you are interested in
- Adding additional users to your account

Help Pages and Tutorials
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Managing your Account

Add additional users 
to your account

Able to Change 
Company Details
and also deactivate 
account Create Workgroups

This is where you link to CPV 
Category codes you are 
interested in

i.e. 43231503 - Procurement software
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Managing your Account

Step 2:
Click edit on the CPV Categories

Workgroups are a way of managing  areas that you are interested in being notified of opportunities. 
This allows for you to split these notifications to relevant sections of your company as you see fit

Step 1:
Decide how many workgroups you want
Click Add to Create or Edit to amend 

Step 3:
Search and Select the Categories you are interested in
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How to search for opportunities

Search opportunities from any page 

Quick link to view your last viewed 
opportunities

Search box and key words
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Find Opportunities

By clicking on find opportunities  you are able to search all live 
opportunities from everyone who uses the portal, or you can 
narrow your search down to Southend-on-Sea Borough Council.

Click on the project title to view opportunity. 
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How to respond to a tender

Documents may not always be available at this point. 
If they aren’t you will have to  register your interest 
to view them.

Click to register your interest and start your response. 
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Click here to view the ITT and start your response
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How to respond to a tender

Shows how long  you have to respond to the tender

Tasks you need to 
complete prior 
to submitting your 
tender response

Any Relevant 
Terms & 
Conditions

Evaluation 
Questions 

Supporting 
Documents, ITT, 
Specifications etc.

Click Indicate you 
intent to respond
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How to respond to a tender

Click Start My Response
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How to respond to a tender

Shows 
Completed 
tasks

Shows tasks still 
to completeSubmit Response will be ‘greyed out’ 

until you have completed all the 
mandatory sections

Click Edit to start completing 
Evaluation Questions
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How to respond to a tender

Shows Progress for each evaluation 
questions set

Shows Status of 
Questions

Click Answer question
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How to respond to a tender

If you don’t complete your response in one go, it will be saved as a draft response

Click View Draft Response to go back into 
screens to allow you to continue your response
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How to respond to a tender

Example of a question 
where you tick your 
answer

Some questions will 
have the ability to add 
additional comments 
or attachments

To move onto the next 
question, click save and next

Some questions will require you to type 
your response into the answer box

Will provide any relevant 
help/guidance in answering the 
question
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How to respond to a tender

Some questions you will need 
to add an attachment

This is an example of a 
Commercial Question – where 
we expect you to download 
the pricing matrix, complete it 
and then add as an attachment 
to this question
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How to respond to a tender

Once completed the Question Template the Progress Bar will show 100%

Once Complete Click Back
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How to respond to a tender

Any Terms and Conditions Specific to the tender will be attached 
– these must be accepted, either fully or in part
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How to respond to a tender

Additional Information allows you to add any further comments, your own unique reference

Please do not put anything that relates to the Evaluation Questions in this section as it will not be scored or evaluated
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How to respond to a tender

If the tender is requiring you to ‘upload at least one attachment’ use the Response Documentation, File 
& Links to attach by clicking ADD
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How to respond to a tender

When you have completed all the mandatory steps the submit response but will be available

Note: until you click submit response  your tender has not be submitted. 
You will not be able to submit any tender response after the dead-line

Click Submit response
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How to respond to a tender

When you click submit response you will have a pop up window to 
confirm you want to submit your response

Check that it says that you have submitted your response and gives you a version and date and time.
If you don’t see this you have not submitted and therefore your tender will not be evaluated
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Raising Questions

You may need to raise a clarification question, prior to responding to the tender opportunity. This 
is achieved via Messages & clarifications

Click View all to enter the messaging functionality
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Raising Questions

Click Create new message to begin 
your message to the project team
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Raising Questions

When there is a message sent to you, 
the system will send an email 
notification. You must come back into 
the system and use the messages & 
clarifications to view. It will show you 
any that are unread

Any unread messages are shown in bold
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How to amend or go back to your response

To find the tender again either
i) Select My activities, Active 
activities, narrow the search by 
selecting Southend-on-Sea 
Borough Council – then click 
the title of the tender you are 
trying to get back to

Or 
ii) Select My activities, Last viewed activities  
– then click the title of the tender you are 
trying to get back to
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To view or amend your response click open in the submitted box

How to amend or go back to your responsePage 31



How to amend or go back to your response

You have the ability to change your 
response anytime up to the submission 
deadline Click Change Response
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How to amend or go back to your response

You can then change any element of your response

Click Submit Response when ready to submit your revised tender response

Note: until you click submit response  your revised  tender has not be submitted. 
You previous response will only be replaced once you have submitted your revised response 
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Where to go for help

The Help Centre within the System, provides guides and information to 
help you get the best out of the e-procurement portal

There is also the ability to raise a 
helpdesk call – on-line, if you don’t 
have access or you are locked out of 
your account please contact 
ProContractSuppliers@proactis.com

For all other support with the system, please contact Procurement Operations Team 
procurementops@southend.gov.uk or call 01702 215083 
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