Register as a Council supplier
User guide
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Introduction
We use the Proactis Rego platform for all our open tenders and quotes.

This document provides guidance to support you to use the Proactis system.

Registration

1. Access the Proactis — supplier network - the following screen will appear:

‘ @ [ | proactis supplier network login - X Proactis - Supplier Network x  + - (-] X
< C ® ) https/supplierlive.proactisp2p.com/Account/Logir e - O
ProContract Login & RBG Constitution &% MyApps [ Main Dashboard 4 PowerBl @ RBG Corporate Proc... € Procurement Share. @ Proactis Rego Live B Proactis Rego Test >

Supplier Network Sign Up?

Username (usually your email address Don't have an accou

£¥= English (United Kingdom) » |

Have you been invited?

Haven't got a Username? i Actoss Codo
S e Sign In Aiceess Coda Go

Cannot access your account?

EAQs | Cookie Policy | Privacy Policy | Legal | Help | ContactUs

: Dpportunities [ € Tenders Direct

n A Type here to search

2. Select the Register link on the right-hand side of the screen.

3. Select Go.
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https://supplierlive.proactisp2p.com/Account/Login

4. Enter and confirm your email address.

Sign in Details

Email Address * Repeat Email Address %
|

5. Addyour address.

Organisation Details

Organisation Name % Property Name/Number %
Address 1 % Address 2

Town % County

Postcode % Country %

UNITED KINGDOM

6. Addyour name and telephone number and select Register..

Primary Correspondence Details

First Name % Surname %

Telephone Number %

You’ll see the following screen:

Thank you

Your registration is being processed.

1. An activation email has been sent to the email address of your primary contact.

2. Click on the link contained within the email to activate your account.

RBG Procurement May 2025



7. Go toyour emailinbox (for Microsoft 365 also check ‘Other’ inbox) for an email from
noreply@proactis.com.

8. The email will contain the following text:

You have been sent this email because your Organisation has requested to be registered on the Supplier Network website.

You must use the link below to activate your account within 7 days from the time that you submitted your Registration Request.

The details entered were:

Organisation Name: SteffyG Ltd 2
Primary Contact Name: Stefanie Seff

Username:
Temporary Password:

Supplier Network website URL: https://SupplierLive.ProactisP2P.com/

9. Select the Supplier Network website link in the email — it will take you to the login
screen.

10. Enter your Username and temporary password. You’ll be asked to change the
password later.

You’ll see the following self-registration screens, which you need to complete. Fields with a
red Asterix are mandatory.

11. Enter your organisation and user details

V' Organisation Details . Complete

V' Addresses and Users . Complete

Product classifications help identify the services and goods you provide. You’ll receive
notifications of opportunities with these classifications.

12. Type a description of your business into the field to bring up relevant classifications,
for example, ‘business consultancy’.

V' Product Classifications . Complete

13. From the options that appear, choose the ones most relevant to your business by
selecting the arrow button to add them.

Business consultancy

Available Added
4 72000000 : IT services: consulting, software development, Internet and support More... o 72221000 : Business analysis consultancy services
4 72200000 - Software programming and consultancy services More... o
4 72220000 - Systems and technical consultancy services More...
72221000 - Business analysis consultancy services @
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mailto:noreply@proactis.com

The ‘Buyers’ section is optional.

V' Buyers @ Complete
-—

14. Choose the email notifications you want to receive.

We recommend you select all options to start with. You can change these settings at
any time.

Notification of new Buyer Dialogue on an Assessment

Notification of being assigned to Issue for an Assessment

Notification of Update to an Issue for Assessment

Notifications of new Buyer Dialogue in Contracts

Reminders sent to Suppliers when their Documents are nearing their expiry

Notifications of new Buyer Dialogue in Opportunities

Notification of new Buyer Dialogue in Sourcing Requests

Supplier notifications for amendments to RFX Request Documents

Notifications of tenders due to end soon.

Notifications of tender closing date changes

e-Sourcing project participation status change notifications

New KPI Request

Questionnaire Completion Requests

Notifications of being Approved/Rejected for Trading Relationships

Notifications of being Suspended/Reinstated by Buyers for specific Trading Relationships

Notifications of being Suspended/Reinstated by Buyers

Email of an available Invoice/Credit
Summary Email of recent available Invoices and Credits
Email of an available Order

Summary Email of recent available Orders

15. Select Save.

16. Select Finish.
The welcome screen will appear.

17. Change your password from the temporary one to something more secure and
memorable.
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Welcome to the Supplier Network

Please complete the registration process by confirming that the details below are correct. You will also need to agree to Terms and Use for the
Supplier Network and create a new password for your account

Logon Information @ Create your Password @
Username New Password Repeat Password
stefyg100@gmailcom essseesses

Personal Information @

First Name Surname Email Address Telephone Number

Stefanie Seff steffyg100@gmail.com 07526187901

Terms of Use

Click here to view the Terms and Conditions, then tick the box to confirm your agreement below.

| have read and understood the Terms and Conditions for using the Supplier Network.

18. Check the Terms of Use box to confirm before you can proceed.

Terms of Use

Click here to view the Terms and Conditions, then tick the box to confirm your agreement below.
| have read and understood the Terms and Conditions for using the Supplier Network.

After you register
You’re now registered on the Supplier Network website.
This means you can view open tenders for all the authorities who use Proactis Rego.

Registered authorities may ask further questions when engaging with you further. This
includes if you’re directly invited to submit a quote, or when you’re awarded a contract.

RBG Procurement May 2025



Finding opportunities

1. Loginto the Proactis system.

2. View the Supplier Network page.

‘ @ [ | proacts supplier network login - X |

< O w

ProContract Login ) RBG Constitution g% My Apps [ Main Dashboard -...

Notifications

0

Customer
Relationships

0

Proactis - Supplier Network

() hitps/supplierlive proactisp2p.com/Dashboard

@ Supplier Network

Opportunities

110

Customer
Requests

3. Select the red Opportunities.

x

] PowerBl &b RBG Corporate Proc.

Dashboard - Supplier Network

Orders

Auctions

0

You’ll see a list of current opportunities.

@ Procurement Share...

x B - & x
ATy s

(D Proactis Rego Live % Proactis Rego Test >
W e e

g v

Stefanie Seff
(SteffyG Ltd 2)

Invoices and
Credits

Zlo @

Contracts

0

4. Type Greenwich into the Search by customer field to show only our opportunities.
Search for opportunities from other contracting authorities in the same way.

Search by customer reference, title or customer name...

v Filters

5. Toview a specific opportunity, select the arrow under the Show me column

Your Opportunities

9 EJ= English (United Kingdom) v

Stefanie Seff
(SteffyG Ltd 2)

From here you can review the requests that have been sent to you by customers and create responses.

Greenwich

Reference Customer Name  Title

Servicing, Testing, Maintenance and

Royal Borough of

RBG/RFX/1000010 )
Greenwich ) o
Fire Fighting E

Royal Borough of
RBG/RFX/1000018 )
Greenwich

Repair of Communal Fire Detection and

Adults Skills Framework 2025-2029

Type Published Date

Advertised  21/02/2025 15:52

Advertised  21/03/2025 08:49

w Filters

Closing Date

Time Remaining

31/03/2025 16:00 5 days 1 hour

21/04/2025 23:59 26 days 9 hours
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6. To see further details, select the Register Interest button.

‘ @ O proactis supplier network login - X | Proactis - Supplier Network X Opportunities - Supplier Network X = - (o) X
<« C m (33 https//supplierlive.proactisp2p.com/Opportuniti arch# : = -
ProContract Login @ RBG Constitution &% My Apps [} Main Dashboard -. J Power Bl € RBG Corporate Proc.. € Procurement Share.. @ Proactis Rego Live [§% Proactis Rego Test >

Greenwich AR N "y el A ——— R N P

Opportunity | RBG/RFX/1000018

Opportunity Description

This framework is seeking to appoint providers to the Adult Skills Framework 2025-2029. Mini-competitions will be held yearly ahead of each new academic year

Alongside appointing successful providers to the Framework, the Council will also be seeking quotes by mini competition for the delivery of part of our Adult Learning

programme in Greenwich for 2025/26,

Contract Start Date

01 September 2025

Contract End Date
31 August 2029

Delivery Address
2nd floor

35 Wallington Street

London

E L Type here to search

7. Inthe Response screen, use the different tabs to:
e download documents
e answer questions
e provide pricing
e submityourresponse
The messages button is available if you have any questions about the opportunity.

& ® O | prosctissuppliernetworklogin - X | Proactis - Supplier Network X Your Response RBG/RFX/100014: X = - 8 X
<« G @ () https;//supplierlive.proactisp2p.com/Opportunities/Response/Rfx?r=zor2zm7b23p417uIfl400j0y 1 &t § 7 = ',‘
ProContract Login &} RBG Constitution &% MyApps [Ei! Main Dashboard -.. ] Power Bl ¥ RBG Corporate Proc.. % Procurement Share.. @ Proactis Rego Live [ Proactis Rego Test >

Your Response | RBEG/RFX/1000148 @ == eroien united kingdo)
% Decline | P Messages | (& Validate | B2 Save Draft ] # Submit Steia_u:ls_ ﬁdezf v
From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.
4 General Lots Questions Attachments M Central Digital Platform 1 >
L L \
' Request Documents (2)
V' About You
#\ Request Overview
Request | RBG/RFX/1000018
Customer Name Allow multiple responses?
Royal Borough of Greenwich No
Title Allow response re-submit before deadline?
Adults Skills Framework 2025-2029 Yes -

£ Type here to search

More guidance

1. For more help with using the system, select the Messages tab.
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