
USING PROACTIS AS A SUPPLIER:

SUBMITTING A RESPONSE...

Alternatively, If you were invited to view the tender, or linked by 
category choices, you should receive a message notification 

about the tender opportunity.
This contains a link to the tender.

N.B- If you click on a link from an email to your personal email, 
the system will ask you to log in before taking you to the link.
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The link will take you to the dashboard, where you can open the 
tender to view it, and see the status of your submission.

Now you can see:
 

Information about the tender
 Any attachments to download 

Terms and conditions
Any messages and clarifications

What you need to do to complete your response
How much time is left to submit a response

REMEMBER ONLY LOOK AT THE TIME IN THE COUNTDOWN 
BOX IF YOU ARE IN THE FALKLANDS as the time in red is UK- 

time. FIG sets tenders to close at 4pm Falklands-time

To start, click 'Start my response'. This also confirms your 
intent to respond (though it is still possible to opt out at any 

point in the process).



In 'Your response summary' and can:
 

Input your prices
Upload and attach response documents

Accept the terms and conditions
 
 

To begin putting a price in the 'Item breakdown' select 'Edit' 
(you will need to do this again on the next window)
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Do not enter a £ symbol as 
the system will not accept it. 

Numbers must be entered 
without commas, and to two 

decimal places. E.g. 
£10,000.00 is 10000.00

There is an option to 
download the item breakdown 
spreadsheet to fill out offline 

on Excel.
You can then re-attach the 
completed version, which 

should input all of the figures 
into the panel.

 
This can be helpful if you are 
providing prices for multiple 

items.



If the 'Item breakdown' box has not been included in the tender 
or you are having trouble getting it to work, we recommend 

attaching your prices as excel spreadsheet APPENDIX 5- 
PRICING SCHEDULE in the 'Response Documentation Files & 

Links' section
 

Once you have filled out the Appendices requested in the 
Supplier Guidance (including prices, any quality questions if 

requested) you can attach and upload the documents back on 
to Proactis.
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The number in red shows you how many attachments have 
been successfully uploaded.

(If responding to a quick quote you may only need to provide a 
price without quality, but if unsure check with the Procurement 

team).

Once you are happy with your prices, close and return to the 
response summary.

 



Next, download and read the Terms and Conditions. These 
provide an example of what the contract between yourself and 

FIG will consist of. FIG's Statement of Business Ethics is also 
included.

To continue click the green tick option to accept.*

*If successful on winning tender, suppliers will have the opportunity to review and ask any 
questions before signing.

Now your response checklist boxes 
should have all gone from red to 

green (except the last one!) 
Click the flashing green button to 

submit your response 

The status of your response will now change to submitted.
However you can go 'Back to summary' and amend your response as 

many times as you like before the closing date.
The Procurement team will only receive the final version.

N.B.- You will still be able to view 
previous versions.
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SUBMISSION CHECKLIST:
TENDER DOCUMENTATION

Appendix 1- Award Letter
Template of the contract agreement format
Appendix 1B- Statement of Business 
Ethics

Appendix 3- Supplier Information

Appendix 4- Response to Quality Criteria*
*A Quick Quote might not require this

Appendix 5- Pricing Schedule
Appendix 6- Conflict of Interest Declaration

COMPLETE AND RE-ATTACH:

TERMS & CONDITIONS:

Supplier Guidance
Appendix 2- Specifications
This could include:
Details about the services or goods required
Product Specifications
Diagrams, site maps, photographs

DOWNLOAD AND READ:
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