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ProContract User Guide 

CCC SUPPLIER GUIDE TO USING DUE NORTH 

Click on ctrl + the link you need, to go to the relevant page: 

Registering an Account

Logging In and Accessing Contract Opportunities 

Drafting and Submitting a Response 

Contacting the Buyer (and ProContract Contact Details) 
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NOTE:  This guide that has been put together by the CCC Procurement and Commercial team to assist bidders in responding to tenders on ProContract. 

Bidders using this guide are still fully responsible for ensuring their responses are submitted correctly. Other support is also available in the form of the 

‘Help Centre’ found within your supplier account (click on ‘Help’ along the blue ribbon) and in the form of the Helpdesk (contact details can be found at the 

end of this document). 

Registering an Account

• Enter the Organisation name and your chosen email address.

• To read the sites Terms and Conditions click ‘Terms and Conditions’

• To Read the sites Privacy Policy click ‘Privacy Policy.’

• Once you have read and agreed to these click ‘Continue Registration’

• Note the minimum IT Browser Requirements in top right corner.
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• On the next page, you will need to confirm your email address, select a password, entry organisation details, select your primary contact details and

confirm your communication preferences.

• Once selected enter your organisation details, including address and post code.
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• Once complete, please then confirm your primary contact details.

• Please read the Communication preferences section carefully.

• Click ‘Continue registration.’

• You will then be required to enter your areas of interest. Enter some keywords and then click on ‘Find recommended.’
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• Based on the keywords entered, the system will display relevant categories of interest that you will be notified in relation to.
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• In addition, will also be required to select your regions of interest.

• Click on ‘Continue registration.’

• The system will then ask you if you want to submit your registration application.

• Click ‘Yes, I am sure’ to submit your application.

• You will be notified by email when your application has been reviewed and your log in details assigned.
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Logging In and Accessing Contract Opportunities 

• Go to https://procontract.due-north.com/Login then enter your log in details.

• Note – At any time, you can update your categories / regions of interest or other profile details within your existing profile by clicking on ‘Edit’

against the ‘Company details summary’ section.

• Click ‘Find opportunities,’ then within the Portals dropdown list, select ‘Cambridgeshire Public Service’ and then in the Organisation dropdown list

Cambridgeshire County Council, the page will automatically update to display the available opportunities.

• Click on the title you are interested in and then the ‘Register interest in this opportunity’ button. You will receive an email confirming your

registration has been accepted. This does not amount to you submitting a bid.

• The register interest button will then be greyed out and you will need to click on ‘My Activities’ along the top ribbon and then filter by

‘Cambridgeshire County Council’ by clicking ‘Update.’ An initial message will also pop-up asking you if you would like to access the opportunity

immediately. If not, navigate to the activity via the ‘My activities’ button.

• Accessing the activity will display a list of project events, an online questionnaire (if applicable) and any associated attachments. It will also allow

you to draft and submit your response.

https://procontract.due-north.com/Login
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Drafting and Submitting a Response 

• Once logged in, click ‘My activities’ from the home page

• On the next page, choose Cambridgeshire County Council from the dropdown list, click ‘Update’ and then click the opportunity in which you are

interested.
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• A list of events will then be displayed (screenshot below).
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• Clicking ‘Start’ or Open’ against the relevant event will present you with a screen that gives you general information about the opportunity such as

closing date / time, description and any associated attachments including the terms and conditions. It may also provide you with several online

questions you have to complete and an area to upload any additional documentation (outside of the questionnaire). There is also a messaging area

for you to submit any clarification questions you may have.
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• A response checklist is also displayed on screen. You will need to complete all the required elements before you are able to submit your response.

• You have the option of informing the buyer of your intent to respond or you can also opt out if you wish. The system will still allow you to opt back

in at any time.

• Click ‘Start my response’ (which also indicates your intent to respond) will then display the ‘Your response summary’ page.
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• Via a response checklist, the system will then display a number of different sections on screen for you to complete e.g., Additional information, 

Question sets and uploading any response documentation, files and links. Note – depending on the type of exercise you are responding to, some

of this checklist may not be applicable.
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Question sets 

 

• To then access and complete the question sets (if applicable), click on ‘Edit.’ The system will display the number of questions which are included 

within each questionnaire and how many of those are mandatory. 

• You are also able to export the questionnaire into Excel. To do this, click on the title of the questionnaire and you will see an ‘Export to Excel’ 

option.  

• Clicking ‘Edit’ will then bring you to a screen which looks like the below, where an overview of all questions within the questionnaire is provided. 

• Note – you may see more than one questionnaire to complete, and you may also see questionnaires broken down into Lots. Some Lots may also 

be optional, which you may need to ‘Opt Out’ from, should you not wish to be considered for them. Please refer to the ITT document for further 

information. 

• You must not include any personal information in your responses (for example information relating to an identifiable service user). You can find 

out more about personal information here: What is personal information: a guide | ICO 

• If the authority finds that you have included any personal information in a response to a question (other than referees as set out below), that 

response will be deleted and will not be evaluated. This means that for a scored question, you will score zero (0). For a pass/fail question, you will 

fail. 

• Where names and contact details of referees are provided, it is your organisations responsibility to ensure that these individuals are aware that 

their details will be disclosed to the council for this purpose. Any personal information provided as part of your tenders will be handled in 

accordance with the UK GDPR and processed solely for the purpose of this procurement exercise. 
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• Individual question / section weightings will also be visible. 

• You will also see a helpful key is displayed on the right-hand side of the page to assist you, including an ability to flag any questions you wish to 

review when composing your response. 
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NOTE: 

o All mandatory questions must be answered.

o All non-mandatory questions must have been opened and read.

o The questions in green shows you, which ones you have responded to.

• You will also see a progress bar that shows you the status of your response and this will start to populate once you start to answer the questions.

• You will then see an overview of all the questions and can begin responding to them by clicking on ‘Answer question.’
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• As you answer each question, you can click ‘Save & Next’ so that your response is saved and you can answer the next question.

• When you click on a question to answer the format of the screen will look similar to this:

• This screen will detail the question, any description beneath, any supplier help, weighting and question attachments. It will also tell you whether

the question is mandatory or not.

• There will be an answer field displaying either:  a multiple-choice selection (e.g., yes / no), the ability to select multiple answers from a drop-down

list, provide a text response or upload an attachment.
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• You can also flag the question for review by selecting the square box.

• Continually do this to work your way through the questions, clicking ‘Save and next’ as you go.

• When you want to stop, click ‘Save and Close.’

• The progress bar will now show you the progress made in completing your response. You can go back to this later and carry on.

• Once all questions have been answered, the progress bar will be full, and the questions displayed with a green circle (Status).

• Click the ‘Back’ button to return to the response summary screen.

• You will be able to add any additional attachments here (if required / mandated) using the ‘Add’ button.

• Your checklist will then be complete, and you will see that the ‘Submit response’ button will light up.
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• Once you are happy your response is complete, if you then click the ‘Submit response’ button. You will then receive an email to confirm that your

submission has been received. NB: PLEASE SEE SECTION BELOW FOR PROJECTS INCORPORATING THE USE OF THE SOCIAL VALUE PORTAL AS THIS

SCREEN WILL APPEAR DIFFERENTLY.
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• If you want to edit your response before the deadline, go back to the activity and click on the ‘Change Response’ button.

• Selecting this will then allow you to adjust different elements (attachments, questionnaire answers etc). Once you are happy, submit an updated

version of your response by clicking ‘Submit response.’
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Projects utilising the Social Value Portal via Proactis 

• For projects that include the use of the Social Value Portal (SVP), Bidders will see an additional panel within Procontract as part of their submission

like the one below. IF THE PROJECT DOES NOT INCLUDE USE OF SVP, THEN THIS WILL NOT BE VISIBLE AND YOU WILL BE ABLE TO SUBMIT AS ABOVE

• The Supplier completes their Social Value response through SVP via the link provided via Proactis (below is SVP screenshot as an example)
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• In order to access the Social Value Portal, the bidder can click on either of the links highlighted below, which will open SVP in a new tab, if they then
go back to Procontract, an area called Social Value response and total consideration will show. This is where bidders need to upload their SVP
documents.
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• Following submission on SVP, the Supplier should upload the same documentation that has been submitted on the SVP Portal. This should include

the TOMs Summary PDF for the project (not the National TOMs) and any relevant attachments including the Social Value Delivery Plan within

Procontract like the example below. Please note you can upload more than one attachment.
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• Please note that you can pdf a copy of your full TOMs (Themes, Outcomes and Measures) submissions from the Social Value Portal and the Social

Value Total Consideration figure stated in Procontract should match the total from your entry with the Social Value Portal system.

• Please note that the Proactis response checklist will include an SVP response indicator which means you are not able to submit a complete response

until the Social Value Portal area has been completed (see example for the Social Value Response being incomplete).

Contacting the Buyer 
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• All communications with the buyer must be sent through the ProContract messaging system.

• For technical / navigational queries about the system, you may use the electronic ticket logging system. Remember to include as much detail as

possible, label your message as "Urgent" (only if time-sensitive) and include your telephone contact information. Please note responses may take

an hour to be reviewed by Proactis.

• Alternatively you may contact ProContract by telephone on 0330 005 0352 (9am – 5:30pm Mon to Fri) or by email to

ProContractSuppliers@proactis.com  In addition you can also use the online Customer Support via the link here: Proactis Support

• To access the messaging area, firstly click on ‘View all’ against ‘Messages & clarifications. All messages (sent & received) will be displayed by default,

but you can narrow your filter on the left-hand side.

• To send a new message click ‘Create New Message,’ entering details of your message (including any attachments) and click ‘Send message.’

• This will be sent directly to the ‘Project team’ (the Buyer).

• When a response is sent to your message, you will be notified of this by ProContract-Notifications@due-north.com and will access the ‘Messages &

Clarifications’ area to view it. A direct link to the message will also be included within the message notification.

mailto:ProContractSuppliers@proactis.com
https://www.proactis.com/uk/en/support-login/support/
mailto:ProContract-Notifications@due-north.com
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TIPS WHEN USING THE CAMBRIDGESHIRE PUBLIC SERVICES TENDER PROCUREMENT PORTAL 

• MAIN LINK – https://procontract.due-north.com/Login. Please save this as an Internet favourite so it is easy to locate.

• USE THE ONLINE ‘HELP’ MENU – help guides are available by clicking on the ‘Help’ button situated along the ribbon at the top of the page. Reading

these documents will help users understand the features and benefits of the ProContract software.

• SAVE REGULARLY – whilst logged in, if you are idle, you will be logged out after 18 minutes of no activity. Users are encouraged to save regularly to

minimise the risk of losing work.

• READ ALL RELEVANT TENDER INFORMATION – Please ensure that you read and understand all of the required actions, appropriate deadlines and

any subsequent communications.

• RESPOND IN GOOD TIME – Please avoid submitting your response just prior to the tender deadline. If you experience internet problems, you will

potentially miss the deadline and your tender response may be deemed non-compliant and subsequently rejected by the Authority. Please ensure

that you submit your tender response in good time to avoid complications.

• COMPLETE ALL NON-SPECIFIC QUESTIONS – complete these as soon as possible so that only quality and pricing questions remain. Uploading

generic information helps avoid last minute time pressures. You are able to complete your response in stages and do not have to complete in one

sitting. Save and come back to it later.

• SUBMITTING YOUR RESPONSE – When you have completed all necessary information, you will need to submit your response to the Authority.

FAILURE TO CLICK THE ‘SUBMIT RESPONSE’ BUTTON WILL RESULT IN YOUR BID NOT BEING VISIBLE TO THE AUTHORITY. You may edit your

response as many times as you wish up to the deadline.

• ATTACHMENTS – We recommend that you keep attachments to a manageable size to ensure ease and speed of access. Only attach documents that

the Authority has requested and ensure that you attach them against the correct question numbers.

• ATTACHMENT FORMATS – When you are requested to upload attachments, please ensure that they are saved in an acceptable format as

prescribed in the tender documents. When uploading attachments on ProContract, please include the question number only, as long file names will

prevent the Authority from accessing the file content.

• POTENTIAL BROWSER ISSUES – DO NOT use the 'Back' or 'Forward' buttons on your Internet browser when completing the online questionnaire.

Please use the ‘save and next’ buttons to navigate through the questions you are required to answer.

https://procontract.due-north.com/Login
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