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1.0 Login to ProContract

1.1 Go to the ProContract website https://procontract.due-north.com/Login . If you have not already
registered, please see Appendix A for details of how to register.

1.2  Enter your username and password, and click the green Continue button.

Log In
User Name

(Jonnsmitn ]

Password

Forgotten your username or password?

1.3  This should take you to the home screen of ProContract

proacﬁs

# Home Q Find opportunities () My activites €My contracts (@) Help
Home All opportunities v E

Home page

- Activities oar ~ Company details summary /E%

supplier_housing_67 company
Active  Recentlyadded  Last viewed ie7_housing_57 Line 1. Line 2. Town, Northumbenand, NE23 1LZ

= > Descripton
— Please salect — - SUPD housing_67 company
loase selec a =] Keywords
@ Please select a buyer from the dr wh an
-~ Vendor profile
- Opportunities /i coporn
To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link above @ Stancard Sesection Questionnaire (SQ) ¢ (0% compiete)

@ Test Vendor Prafie @ Edit (0% complete)

- Workgroups

Achviies are assigned to workgroups aloming all contacts witnin a workproup to work on the activbes
togather

0
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2.0 Finding the LCC Transport DPS for the first time.

2.1

2.2

2.3

2.4

2.5

This section details how to find the LCC Transport DPS for the first time only. If you have already
looked at this project on a previous occasion, please refer to Section 3, Returning to the Transport
DPS Project

The easiest way to find the Transport DPS project, is to type the reference DN595556 in the search
bar at the top right of the screen, and click the green Go button.

All opportunities v DN595556 o |

The project will be shown in the opportunities section (middle of screen). If you cannot see the
project, ensure you have typed the reference number correctly, or try searching for the title LCC
Transport DPS. If you still cannot find the project, refer to section 3 for other ways to find the
project.

Opportunities

Title “~  Buyer

LCC Transport DPS Lincelnshire County Council

Click the project title (LCC Transport DPS in blue text).

On the next screen you will see a summary of the project. To get started click the green button -
Register interest in this opportunity.

LCC Transport DPS

Main contract details Expression of interest window
Opportunity I[d DNG170719 From 04/02/2000 08:30 to 28/02/2022 02:30
iew C30000001 - A
Categories 03000000-1 - Agricultural, farming, fishing, forestry and related i L2 il
products

Description DPS testing
Region(s) of supply UNITED KINGDOM Contact defails
Estimated value N/A

Buyer Lincolnshire County Council
Keywords Transport Contact Mark Fairbank

Email mark fairbank@lincolnshire gov uk
Telephone 0123456789

Address County Offices

Key dates

Lincoln
Lincolnshire
Estimated contract dates LN.1 WL.
Start date  03/08/2022 End date 03/08/2022 United Kingdom
Attachments

No attachments

Page | 3



v22.02.1a 9t February 2022

2.6 The next page has a lot of information on it, but all you need to do is click the Click here link in the
middle of the screen (circled in red below)

Expression of interest successful
Expression of interest successful
You have successfully registered interest in the following opportunity for supplier_housing_67 workgroup -
LCC Transport DPS
You will receive an email notification shertly cenfirming your registration of interest.
What happens next?
» You have been invited to participate in the PQQ event for this opportunity
» LCC Transport DPS has p new activity in your activities centre.

+ To view this PQQ event no|

| don't have time to look at the PQQ now, what should | do?

» Don't worry your activity is stored safely against your account and an invitation has been sent to your registered email address
suspended@due-north.com. The invitation contains a direct link to this PQQ

f » Please note however that the closing date for this PQQ is 28 February 2022 00:00. Make sure you leave enough time to complete your
response.

For reference, the primary contact for this oppertunity is listed below -

Mr Mark Fairbank Procurement Portal Organisation
T: 0123456759 EastMidsTenders Lincolnshire County Council
F: Ref Id Activity

DNB170719 LCC Transport DPS

M:
E: mark.fairbank@lincolnshire. gov.uk

AL e

2.7 The next screen is the Activity Summary page.

proactis

Activity summary

Activity information ©

™ Deadine & tme remaining
Buyer: Linconshve Courty Counch B response t Uis sctvity Can b ulasted no lter han
Tile: LCC Transport DFS 10: 5279585 H H 2Bth February 2022 at 12:00 AM &
I Lincolnshire -
ot ¢ COUNTY COUNCIL L
3 2 15
etz = vours

Activily documentation, fies & inks (0) &

Messages & clanficalions (6)
Ho attachments

& This paneluilshow any messages & clarfcations fhal have been sent b
¥ou concarming [n acavly from fhe buyse
uestion e (1 4 Vi s receivac ) massage(s) of which § are urvasd
e 8 | Vi urwszs
Tite Summary
[ Iomroesso Mandstory GuUSEoN 581 of 6 SIS Of WhEN 37 51 MaNGatDry Your response

The chackist belon shous Ine curtent séshas of yus response o this aciviy

This i your response subiméssion progress checklst:
Batare you cam submi your ro5p0nse yau noed ...
@ Incicale your ntent 1o respand

.

@ Compies s asatonsl rrmanon sechon

et response or opt out the sy

B conoies manciar auesion s
) Upioss seastome stchmer:

@ suontyourrssponse

Opons curreny avaitabie o you are.
Stat my -

2.8 Refer to section 4, for how to complete and submit the questionnaire.
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3.0 Returning to the LCC Transport DPS Project

3.1 If you have already viewed the LCC Transport DPS on a previous occasion, please use the following
steps to get back to the project.

3.2 Loginto ProContract as detailed in section 1.

3.3 Using the menu bar towards the top of the screen, select My Activities.

proactis

# Home Q Find opportunities My activities K< R uICES) 9 Help

3.4.1 Onthe new page, click to select the Last viewed activities tab. The LCC Transport DPS project should
be visible towards the top of the list. If it is not in the list, see 3.4.2 below.

Active aclivities Archived activities Last viewed activities

3.4.2 If the project is not shown on the Last viewed activities tab, click on the Active activities tab.

Active activities Archived activities Last viewed activities

Narrow your results

- Buyer In the left-hand Narrow your results pane, put a tick next to
S e e Lincolnshire County Council and then click the green Update button at

ymnes fa=nn the bottom. The LCC Transport DPS project should appear in the list.

Lincoinshire County Counc
[ Test Organisation

If you use ProContract a lot, the list may go onto several pages. To easily
T entee find the project type transport in the search box and click the green Go
D) agven button.

O Auction
[ mee

~ Status
®

') New action

3.5 Once you have found the project using one of the above methods, click on it to open it.

Active activities Archived activities Last viewed activities

O Buyer Last viewed -

(] Lincolnshire County Council LCC Transport DPS 04/02/2022 13:22
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3.6 Onthe events page, click Start (this label will change to Open, as shown below, after the first time

you access this section), in the lower of the two boxes.

Events

LCC Transport DPS

Expression of inferest accepted Hide details | Open
Interest start date: 04/02/2000 08:30
Interest end date 28/02/2022 02:30
Expressed interest on  04/02/2022 08:49

LCC Transport DPS

(Respond by: 28/02/2022) View del% | Open

3.7 The next screen is the Activity Summary page.

proactis

s () My sctiies QEPMy comracts @ Help

Activity summary

Activity information &

Tl LG Trnspant DPS 10: 5279685 H H 28th February 2022 at 12:00 AM @
s Lincolnshire S —
pt g COUNTY COUNCIL Lhd

Activily documentation, files & links (0}

Ho attachments

Question sefs (1)
Tite Summary
r Manastoey ausson 551 of 6 QuS1ons O SN 37 818 MANGAIDY

This. s your responss suliméssion peogress chacklist;

ore you can sabmi your espon ou noed ..
@ nciale your etent o respona

@ Stort response er ot o the

) Upioss seastome stchmer:
@ suontyourrssponse

P

3.8 Refer to section 4, for how to complete and submit the questionnaire.
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4.0 Completing and submitting the Standard Questionnaire (SQ)

4.1 The SQ Summary page give an overview of the project. Initially you will see a number of red ‘traffic
lights” at the right-hand side of the screen. You need to work through the items one at a time to
change all of the lights to green before you will be able to submit your questionnaire. The LCC
Transport DPS is less complex than some, so has fewer lights/items to check off.

To get started scroll to the bottom of the page and at the bottom right click the green Start my
response button. (If you have already started the questionnaire and are returning to complete it, this
button will be labelled View draft response.)

Activity information & Take 3 tour Deadiine & time remaining

Buyer: Lincolnshire County Counci A respanse to this activity can be submitted no later than

11th April 2019 at 12:00 AM @

Time remaining &

Title: Supglier DFS April 2079 ID; 5253357 Acoeptance Round: 1 Li n col ns h i re

Description: Used to get screenshots for new updates to UX for the suppier quide COUNTY COUNCIL

6 12 55

Daye Hours [

Activity primary contacts &

4.2

4.3

Mark Fairbank

TZ45TEY

F

"

E: mark firbank@incolnshie gov

Activity documentation, files & links (0) &

No attachments

Question sets (1) &

Titie Summary

Mandatory question st of 5 quassions of which 3 are mandatory

Messages & clarifications (0
@ This pan wil show any messages & clarfications that have been sentto
You cancming tis actiiy fom the buyer

e have received 0 messsga(s) of which 0 2re unresd

Your response
‘The: checkist below shows the cumant status of your response to this activity

This i your rezponss submission progress checklist:
Before you can submiz your response you need to..
Indicate your intent to respond

Start response or opt out the actvity

Gomplete the additonal information section
Gomplete mandatory question sets

Uplead st lesst one stachmant

Sutmit your resgense

2 lable o you are.

Once the button has been clicked, the screen will update and look similar to the screenshot below.

Your response summary

Response information &

Supplier: - supplier_housing_67 company
Workgroup: - supplier_housing_67 wrkgroup
Workgroup contacts: supplier_housing_67 User
Activity id: DN8170719
Response id: R108217795

Additional information &

Supplier reference, response information & additional comments:

Question sets (1) &

[ TenspotDPS sove

Response documentation, files & links (0) &

Mo attachments

Title Summary

Company reg number:

Company address:

Website:

Nene

supplier_nousing_67 Line 1
Line 2

Nerthumberiand

United Kingdom

NE:
None

You have acknowiedged that you do not want to include a feference of your own, furtner respense information o additional comments s part of your response

Mandatory question set of 56 questions of which 32 are mendatory

<Back to summary

@ Take atour

Deadline & time remaining

A respanse to this activity can be submitted no later than
28th February 2022 at 12:00 AM ¢

Time remaining &

2 6 1
Wecks Days Hours
Your response & Response istory

The checkiist below shows the current status of your response
tohis activity

This is your response submission progress checklist:

So far you have.....

@ Indicated intent o respond (07/0212022 12:46)

@ Started to draft your response to this activity

@ Completed the additional information section

Before you can submit your response you need to...

@ compiete mandatory question sets

@ Urload at least one attachment
@  suomit your response

Options currently available (o you are.....
Optout

Click that Edit link on the Additional Information section (circled in yellow above). Lincolnshire
County Council will not be evaluating anything from this section, so please do not enter any
information. Scroll to the bottom and put a tick in the box next to the words | have read and

understood this section and can confirm | am happy not to include any additional information, and

click the green Save button (see screenshot below).
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| have read and understeod this section and can confirm | am happy not to include any additional information @

-

4.4 To complete the questionnaire, click on the blue Edit link on the Question sets section (Circled in red

on previous page).

4.5 You should now see the questions that need to be completed. Use the coloured circles and the key at
the right of the screen to determine which ones you still need to answer.

Questions

Title

1.1.1 Supplier name

Weight: % Section status

Status  Flag

1.1.2 Supplier registered office address N/A
The answer has been automatically
- populated from a previous answer but it must

11.3 Supplier registered website NiA Answer question be reviewed before submission.
address
1.1.4 Trading status N/A Answer question .

- Mandatory elements of this question have
1.1.5 Date of registration N/A Answer question . not been provided
1.1.6 Company registration number N/A Answer question
1.1.7 Charity registration number (if N/A Answer question > The question has been flagged for review.
applicable)
118 Head office DI INS numher N/A nswer cuectior

Progress (0%)

Key

- The answer provided is valid and complete.

4.6 To complete a question click on the blue Answer question link next to the first question.

4.6.1 Answer each question fully and truthfully.

4.6.2 Many answers just require you to select Yes or No, but there are some multiple-choice and
others are text boxes. Some questions will allow you to attach additional documents as
evidence or add additional comments to support your answer.

4.6.3 Many of the questions have Question Help (to the right of the question). This sometimes
includes hyperlinks to additional information — it is important that you fully read all of the help
and guidance, before answering the question.

Modern Slavery Act 2015 | Question 1 of 1
Question
Title:

Modern slavery
Description:

If you are a relevant commercial organisation as defined by section 54 ("Transparency in supply
chains etc.”) of the Modern Slavery Act 2015, are you compliant with the annual reporting
requirements contained within Section 54 of the Modern Slavery Act 20157

iers who are not relevant commercial organisations as defined by the Modern Slavery Act
NIA

Suppli
2n15 should select !

If you have answered o' to this question then please provide a detailed explanation in the
‘comments' dialogue box. Alternatively you may attach a detailed explanation and any
panying or ion to your response to this question.

A supplier who has indicated that they are not compliant with the annual reporting requirements

contained within Section 54 of the Act 2015 may fail.

Answer

Please select v

Comments (optional)

Flag question for review [

Weight

0.00 %

Section help

Question help

This question is mandatory

This question is pursuant to Regulation 57 (8) of

detailed grounds for discretionary exclusion of an
oraanisation. More information can be found in
this link which I referrs for

complefing these questions.

Question attachments

No attachments.

Attachments (optional)

No attachments
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4.7

4.8

4.9

If you want to mark a question for later action (for example if you don’t have the relevant
information to hand) you can Flag question for review. This will put a blue star next to it in the list of
guestions, so that you know that you need to go back to it.

o
= a e

2 1 Chose an option N/A Answer question -

2.2 Write something shert 100.00% Answer question - w

2 3 Did you like this evaluation? N/A Answer question

When you have finished a question you can choose to

Save and close - to finish for now, Save and previous -
to go back to the previous question or Save and next
to go to the next question.

Save and previous Save and next

If you have chosen Save and close or you have finished the last question, the system will go back to
the evaluation overview page as shown below. The progress bar will indicate how much of the
questionnaire you have completed. In this screenshot the questionnaire is 100% complete. (The
progress bar's standard colour is orange - this is not an indication that something is wrong.)

4.10 The SQ s a lengthy document and may need several 'sittings' to complete. Ensure that you click Save

and close at the end of the last question you wish to complete at each session.

View evaluation questions

Questions Progress (100%)

w5 [

Key

1.1 Please enter your name: N/A Answer

1.2 Tick this box NIA Answer question -
& The answer provided is valid and complete.
_ O W e T 2 P TN SInpEioe
answer but it must be reviewed before submission
2.1 Chose an option NIA Answer question -
22 Wiits something short 100.00% ® @ Mandatory elements of this question have not been provided
2.3 Did you like this evaluation? NIA

# The question has been flagged for review.

Back

4.11 Click the green Back button (circled red above) to go back to the summary page.

4.12

If you are taking a break, all of the information you have entered will be saved, so you can leave the
internet page if required.

If you have completed the questionnaire all of the traffic light should

be green apart from the last Submit response light. If there are any YOUTLMTT: — LH;I

remaining red lights, refer to the section and complete it. s Expone o sy
This is your response submission

Once you are happy that the questionnaire is complete, click on the S —

green Submit response button. You will get a confirmation message, O et orespnd

so press Submit response again. @ Seredtodtyouesporee o

@ Completed the additional information
section

. Completed mandatory question sets
@ Uploaded at least one attachment
Almost done, all you need to do now
[
. Submit your response
o vailable to you are.....
Opt out
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5.0 Making Changes After You Have Submitted the SQ

5.1 If you need to make a change to your SQ, before the round ends, you can. Go back to the SQ
Summary page — See section 3 for how to do this.

From the SQ Summary page click on the green Change Response button. This will take you back to
the summary page. Follow the instructions in sections 4.3 onwards, changing the required items.

Your response (Version 1 —
Submitted) Response history

The checklist below shows the current status
of your response to this activity

This is your response submission
progress checklist:
You have successfully.....

. Submitted your response (Version 1
— 05/04/2019 11:05)

ailable to you are.....

Wiew submitted

oting da=Ti 3
I Change Response

response COptout

5.2 Do not forget to resubmit your bid by clicking the green Submit response when you have finished.
5.3  The system will then return you to the SQ Summary page.
5.4 Aslong as the round has not ended, you can repeat these steps as many times as you require.

PLEASE NOTE: Lincolnshire County Council will not be able to see your SQ answers until the deadline
has passed, at which time they will only have access to the most recent version that you have
submitted.
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6.0

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

Resubmitting the SQ

The Standard Questionnaire (SQ) assesses your suitability to be added to the shortlist for the Further
Competitions. If you fail the SQ process for any reason, we will contact you to inform you of the areas
where there were issues. If you can fix these issues, you can reapply for the SQ again. For example, if
you failed one of the Health and Safety questions, we would initially reject your SQ. If you then put
remedies in place, you could resubmit the SQ with the relevant evidence and hopefully be successful on
your second attempt.

To resubmit, go back to the SQ Summary page — See section 3 for how to do this, but for the final
couple of steps (3.6 onwards) see below.

You need to find the latest Acceptance round (the round with the highest number). In the screenshot
below the highest number is Acceptance round 4. Once you have found the highest round, click on
Start at the right of the box.

DPS 5Q Test 30 May 2019 Expression of interest accepted Hide details | Open
Interest start date: 30/05/2019 09:05

Interest end date 30/06/2019 00-00
Expressed interest on  30/05/2018 09:14

DPS $Q Test 30 May 2019 - (Respond by: 02/06/2027) View details
Acceptance round 4

DPS 5Q Test 30 May 2019 - (Respond by: 30/05/2019) View details | Open

On the new screen, scroll down on the right-hand side and click the green Start my response button.
(See section 4 for full details).

You will now need to change the SQ with the updated information. (See section 4 for full details.)
NOTE: before you click Edit to start the questionnaire, the progress bar will show 0% - do not worry,
when you click the Edit button, the answers that you entered previously will be copied over into the
questionnaire.

Go to the questions that need amending and enter the new information. When you have amended
all of the questions click the green Save and close button.

Click the green Back button to go back to the summary page.

Once you are happy that the bid is complete, click on the green Submit response button. You will get
a confirmation message, so press Submit response again.
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7.1 The messages box can be found on the right hand side of the Activity Summary page. The prompts
are to View messages, but by clicking on the View link you will be redirected to a new window where
you can also Create messages.

Events

Lincolnshire

COUNTY COUNCIL

(Respond by: 01/03/2019) Hide details | Open
Archive this activity
Further competition

5268045

01 March 2019 at 00.00

Version 1 - Submitted on time 28/02/2019 at 13:37

Messages (0)

/ed 0 message(s) of which 0 are

Audit history

View audit history

Narrow your results

~ Read Status
Read
«| Unread

| Flagged

~ Received/Sent Within

= Previous 7 days
Previous 30 days
Date range

et | wpane

NOTE: The default filter setting (the Narrow your results pane on the left-
hand side) is to not show read messages. Also it will only show
message for the last 7 days. To change these settings click the
selections that you want and then click the green Update button
at the bottom of the box.

7.2 Any communication regarding the tender should be made through messaging, to ensure compliance
with the Procurement Regulations.

7.2.1 To create a message click the green Create new message button.

Inbox
[crstenon meseae

There have been no messages sent/received that match your search criteria

7.2.2 Onthe new message page the To: box will automatically filled in with Project Team. This is the
procurement team at Lincolsnhire — the only people you can send a message to.

7.2.3 Fill in the Subject, Body and add any attachments that you wish to include.

7.2.4 Click the green Send message button.
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7.3 If the Project Team need to communicate any further information, this will come through the
messaging area (and unless you have turned it off, it will send an notification to you email address).

7.3.1 To read the full message, log on to ProContract and go into the messaging area. Click on the
message Subject (blue text) to read it.

O Ref No - Subject

Additional Information Regarding
o 1 LCC Transport DPS

7.3.2 If you wish to respond, click the green Reply button, compose your email and click the green
Send Message button

7.4  You should check your messages from time to time and before you submit your SQ, to ensure you
have the latest information that is available to all suppliers.
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8.0 Further Help

8.1 One the main dark blue menu bar at the top of the ProContract screen, there is a Help menu with
lots of help and guidance.

proactis

44 Home Q Find opporiunities  [C) My activities 4&My contracis 9 Help

8.2 If you cannot find an answer to your issue, ProActis have a help desk for suppliers.

8.2.1

8.2.2

8.2.3

Page | 14

New Users - Email ProContractSuppliers@proactis.com for all ProContract support issues. This
will auto-log a support ticket in the PROACTIS Supplier Support Helpdesk. You will be issued
with a registration email that will give you instructions to allow you to log in, log, review and
update your own tickets.

Existing Users - If you previously logged a ticket, please go directly to
http://proactis.kayako.com/ProContractV3 to log a ticket with the PROACTIS Supplier
Support Team using the log in information you have been previously provided with. Please
note, you do not need to log in. So, on the next screen just click Next and then you will reach
the ticket logging screen. Please fill out all the boxes with as much information as possible and
include your phone number in case the team need to call you.

Phone Numbers for Supplier Time-Sensitive or Emergency Contact only - In emergency or
time-sensitive situations the Supplier Support Service Desk can also be contacted on UK Lo-Call
number 0330 005 0352 for Supplier Support only, but this should be by exception and not as a
rule and you should already have logged a support ticket via the method outlined above.

ProActis Helpdesk for Suppliers

Website: http://proactis.kayako.com/ProContractV3

Email: procontractsuppliers@proactis.com

Tel: 0330 005 0352


http://proactis.kayako.com/ProContractV3
http://proactis.kayako.com/ProContractV3
mailto:procontractsuppliers@proactis.com
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Appendix A — Registering for a ProContract Account

A.1 Go to the ProContract website at: https://procontract.due-north.com/Login

proactis

Log In
User Name

John Smith

Password

Forgotten your username or password?

to ProContract

Important Notice

ProContract Mai - Ad

Please note: Essential sysiem maintenance is scheduled for Saturday 12th February
2022 from 08.00 - Midnight GMT.

« Live ProContract will not be available during this time.

Already registered?

Simply enter your chosen usemame and password and click 'Continue’

New to ProContract?

Suppliers - If you are not currently registered on the ProContract procurement portal
you can complete a simple registration process by clicking the following link - Register
free

Migrated from ProContract Version 27

I you are currently registered with a ProContract Version 2 procurement portal and the
procurement portal has migrated to Version 3 your details have been automatically
transferred, however for security and account validation you will be required to reset your
password by following the instructions outlined in the following link - First time login

A2

A3

following migration

Still need help?

videos and guides

Please visit the help center where you can access an extensive help library, FAQ's,

Cockie policy | Terms and Conditions | Privacy | Accessibility | Help Center

Version 2192

Go to the section New to ProContract and click on the blue link Register free.

New to ProContract?

Suppliers - If you are not currently registered on the ProContract procurement portal, you can
complete a simple registration process by clicking the following link - Register free

The next screen will ask you for some details
about your company. Fill in Organisation name
and your email address.

You must enter a valid email address as this will
be used to confirm your registration and keep you
updated on new procurements and updates to
existing ones.

If your company is already registered, you will get

Register free with ProContract

Begin your ProContract supplier account registration by filing in a few details below.
Organisation name &
Magic Radish Design Co
Email address &
MF Lincs@gmail.com|
By clicking "Continue registration’, you agree to the Terms and Conditions & Privacy po

Already registered? Log in here

an error message. You will need to find an existing

user with administration rights within your company and ask them to set up your new account.
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If you cannot identify this person, you will have to contact the ProActis help desk — See section 2 for
contact details.

A.4  Onthe next screen you will be asked to enter more information about your company.

A5

A6

A7

A.8

Registration number (opticnal)

#| Not applicable

VAT number (optional)
#| Not applicable

Already registered? Log in here

At the bottom it asks for the Company Registration and VAT numbers. These are marked as optional,
but you MUST either complete them or tick Not applicable.

The next screen asks you to categorise your business and

the geographic areas you can supply to. The system uses Supplier registration - Areas of interest
this information to notify you of any new opportunities in
your business category and region of supply. It is worth S DL S e

spending some time completing this fully, as it could
generate new business leads for you in the future.

Enter a couple of keywords then click the green Find suggestions button. The system will show you
categories that match your keywords. The system will show you the top level categories. To see sub-
categories click the square with a '+' sign in it to expand. You can tick as many categories as required
to classify your business

The next section asks you to identify your region of supply. For example if you are a national
company you could click UK. If you are a small local company click the square with a '+' sign in it next
to UK to see regions, and if required click the '+' again to find a particular county. (Please note this is
the region that you can supply to, not the region you are based in - for example if your business
creates websites, you could probably supply to any country around the world, even though you are
working from a home office in a small village.)

Once you have completed all of the information click on the submit button. You should receive a
confirmation email within a couple of hours. When you do, follow the instructions to log into the
supplier site.
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