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What is Quick Quote?

Quick quote is an online quotation facility which allows Users to obtain competitive
quotes electronically for low value requirements. Details of the quick quote are created
online and sent to a selected list of suppliers, who can then complete

the required details and submit their quotation using the secure tender post-box.

When would | use the Quick Quote facility?

Users would use this function to obtain online quotes from suppliers when the value of
the requirement is <£50,000. Using the online quick quote facility ensures that Users can
easily record details of the quotations they have received which, complies with section
12.6 of the Contracts Rules of Procedures

Suppliers respond to the quick quote via the tender post-box. This allows suppliers to
quickly and efficiently provide details of their quotation and record details of the
opportunities they have responded to.

How do | get Access?

Access to the Quick Quote facility is available through the Procurement Portal located in
Procurement on the Intranet. All Users must register on the Portal in the first instance,
please contact Charlie Piechniczek in Central Procurement Team at Faraday Road on
01635 519965 who will take you through the process and provide you with a Quick
Quote manual.



Procedure for Creating Quick Quote

Log into the Portal through http://westberks.klickstream.com/ and insert your email
address and password.

Step 1

Click on ‘Purchasers’ then ‘Create Quick Quote’

a Authority Home Page - Microsoft Internet Explorer provided by West Berkshire Council

File Edit ‘iew Favorites Tools  Help

@Back - \;) - |ﬂ @ :h|)?JSEarEh {:_(Favurites @M%ﬁia @| f

Address I@ http: fjwestherks. ickstreamn. comfAutharity fpublisher _main. asp ’

§ WestBerkshire

eProcurement Portal

GEcEssibilty Authority Homg Page
el welcame to your homg page. Fram here you can contral all aspects of your membership of this site,
Create, edit and publifh notices and view details of responses to your published notices,
Sign In/Dut
Search 3 | Notice Wurksp‘ace
Purchasers 3 Purchaser Home Page e naw notices and view publizshed notices, You can also viaw
ssed an interest in your notices and send them further infarmation.
Suppliers 13 Create Notice
Guides,/ Legislation b Create Quick Quote
News Motice Workspace 3
Events Library
Help 3 Buyers Profile nd details of your authority,
. the members of your autharity and amend thair access rights to
About Us Your Details e
Contact Us Change Password rganisation is:
Site Map Supplier Search [ttdzsails
btails
SUPPLIER Repotty
REGISTRATION
Your Library
! Provides facilities to maintain all aspects of your library. You can add standard documents
| which can be added to notices you publish and creste standard text to use when creating
notices.
N ‘ou can also create links that enable you to publish your tender list on intranets and other
Support: 0870 6091465 neb sites,
i - viawtarnand nanr likear datails

|@ http ) iwestberks. Kickstream,comfAuthority/ QuickQuatefQuickQuate_Create, aspx ’_ ’_ ’_ & Internet 4
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Step 2

Insert title of Project.

'urchasing authority detail: icrosoft Internet Explorer provided by West Berkshire Council =0 5[
File Edit ‘iew Favorites Tools Help | ;?,.‘

@Back i @ % @ @ fb|p5&arch *Favarltes eMecha .@| ﬁv & |__J

Address I@ http:fwestberks, Hickstream, comfAutharity QuickQuoteQuickQuate_Create, aspx

¥ WestBerkshire

eProcurement Portal

saEsEen g Create Quick Quote - Stage 1
el Wialcame to the quick quate creation wizard. The wizard will guids you through tha procass of oreating a
quick quots.
Sign In/Out Please entar your own working title for this decurnent,
Search » :
Title
Mext I
Purchasers 4 ’V warking Title: [ ‘
Suppliers »
Guides/Legislation }
News Terms & Conditions  Privacy Policy Pawsrad by myTandars Pro @ Millstream Associstes Limited 1
Events
Help »
About Us
Contact Us
Site Map
SUPPLIER
REGISTRATION
s
Support: 0870 6091465 J

|@ Done ’_’_’_ & Internet %
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Step 3

Select type of Contract — 1. Supply 2. Services or 3. Works

< Purchasing authority detail icrosoft Internet Explorer provided by West Berkshire Council - 18] x|

File  Edit ‘ew Favorites Tools  Help |?['

@Back - G - @ @ ::j|/':j Search *Favarites eMedia @| Bv .l; - |_J

Address @ http:ffwestherks, Kickstream, comfAutharity QuickQuote QuickQuate_Create, aspx

¥ WestBerkshire

eProcurement Portal

Accessibility Create Quick Quote - Stage 2

C Please selact the nature of this contract from the list shown below i.e. Is it for the supply of goods or the
provision of services?

Elananout Services Contract

Search » The contract will be for the provision of services
Select this nature type. .

Purchasers »
el » Supply Contract

The contract will be for the purchase or hire of goods
Guides,/ Legislation b (including installation services where appropriate]

Select this nature type. .

News
Evante Works Contract

Building and civil engineering work, demolition,
Help 3 installation of plurnbing, heating or eledtrical equiprment

and building completion work (2.9, plastering, papating
About Us and tiling)
— Select this nature type. .
Site Map

Terms & Conditions | Privacy Pelicy Pawered by myTenders Pro @ Millstream Associates Limited O b
SUPPLIER
REGISTRATION
\

Support: 0870 6091465 J

|@ ’_’_’_ & Internet 4




Step 4

Click ‘Confirm’ to proceed.

j Purchasing authority detai Microsoft Internet Explorer provided by West Berksl

Eile Edit ‘iew Favorites Tools  Help

Q-0 11 80

psaarch ‘Z‘,{\L{Favnrites eMedia @| Bv ,‘)_; LJ

Address @ htkp: ) fwestberks. Kickstream . comfauthority/QuickQuatefQuickQuate _Create, aspx

WestBerkshire

eProcurement Portal

Accessibility Create Quick Quote - Stage 3

Sign In/Out

Welcome Please confirm that you wish to add this quick quote to your list, You will then be asked a series of
questions which will =nable the full notics to be generated and published,

Canfirm I

Search > Stage # - Confirmation
Working Title: .
Purchasers » i
Mature: Supply Contract
Suppliers >

Guides/ Legislation

Back |

News Terms & Conditions | Privacy Policy
Events

Help »

About Us

Contact Us

Site Map

SUPPLIER
REGISTRATION

o
Support: 0870 6091465

Powered by myTenders Pro @ Millstream Associates Limited O

|@ Done
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Step 5

This screen provides you with a list of questions that you will be asked to complete, click
‘next’.

2 Quick Quote Question List - Microsoft Internet Explorer provided by Internet B -8 x|
Fh O e e 6 e ‘ [
Qesk - ) - [ @) (| Psearch Joravones | (00 -
Ackdrsss [ €] htp: I westberls Mickstream, comiAutharity/CuickQuote CuickQuote_QuestList aspi?D=621 EEERES
8 WestBerkshin [
GO
eProcurement Portal
Accessibility Quick Quote Question List
Welcome The outline of your quick quote has been cested and you ill now be prompted to answer 2 number of
questions required to cornplete the notice,
Sign In/Out “Your ansuer to sach question is stored when the Next button is cficked and you can stop 2t any point
during the question/answer process and retumn lster to cornplete all the questions.
Search »
Purchasers » ton List
Question Lis T
Suppliers » Title: $ample quick quate \—I
Guides /Legislation } Hatire s inplycantac:
Status: Not Released Clase
News
Events Questians
Purchasing suthority details
Help {3 Deseription of the contract requirements
About Us Quantity required
Dpeadline for quotes
Contact Us Other Infarmation
T Commedity Categeries
SUPPLIER
REGISTRATION Terms & Conditions | Privacy Policy Pawered by myTenders Pro @ Milstresm Associates Limited
Support: 0870 6091465
virectgov
Siralg theough to pubke seneces
4
West Berkshire
@& 12| [ Trtemet




Step 6

Complete as requested including a contact name and telephone number, click ‘next’.

Fle Edt

View  Faverites

Tools  Help

3 Purchasing authority details - Microsoft Internet Explorer provided by Internet

=18]x

| &

Qbak ~ ) - 1 3 i\l,c' Search - Favorites ((tl Sea - R

adcress [

Klckstream.c

QuickQuote/QOuestions0i, aspx?ID=6214PLblishID=AA0003

& WestBerkshire
eProcurement Portal

Accessi

Welcome
Sign In/Out
Search
Purchasers

suppliers

»
3

Guides /Legislation b

News
Events
Help
About Us
Contact Us

site Hap

SUPPLIER
REGISTRATION

Support: 08706091465

B ‘Llr\ks i

Purchasing authority details

Flesse snter the name and sddress of the purchasing autharity, induding s contact

Jurnp to; | Purehasing authority details -

- Official Address
*Organisation
[west Berkshire Coundil

*Addrass
[contracts & Procurement Unit

[coundl Offices, Faraday Road

*Toun Pastal Code

Meybury RG14 2AF
#Countr
United Kingdom (58) B

#Far the Attention of Contat Point/Depattment

*Telephans Fax

01635 513860 01635 519264

Emnail Address

General Web Address of Contracting Autharity
[ westberks. gov. uk

¥ieb Address of Buyer Prafile

Hext |
Save
Cancel

virectgov * Raqured information,
Terms & Conditions | Privacy Policy Pawered by myTenders Pro @ Millstream Azsociates Limited
4
WestBerkshire
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Step 7

This screen requires an exact description of goods or services to be provided. Please
ensure where appropriate this includes any specifications/standards suppliers must
comply with, click ‘next’.

ZyDescription of the contract requirements - Microsoft Internet Explorer provided by Internet -3 x|

i

He Edt Yew Favekes Toos e
Qeack - 0 - ) 2 ] Poeah iFavortes € (0 /- L)
agvess [ ikstreamc ickGQuots/ Questior 01 aspr7ID=621 B [us >

¥ WestBerkshire

eProcurement Portal

accosshiliy Description of the contract requirements
Welcome Please provide a description of the contract requirements, including specifications or standards i
appropriate.
Sign In/Out Adear and aceurate description will allou the selacted suppliers to raspand with a quete and minimise
requests for further infarmation,
e, » Quantities can be addzd in the next saction,
Purchasers 4 Jump ta: | Descrption of the contract equirements =
Suppliers »
#What is required
Guides /Legislation p J Next
News
Events Save
Help »
Cancel
About Us _I
Contact Us =
Site Map
* Required information,
SUPPLIER
REGISTRATION Terms & Conditions | Privacy Policy Pawsrad by myTendsrs Pro @ Millstream Associstes Limited 0

Support: 0870 6091465
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Quantity of overall goods/service is required in this screen, click ‘next’.
2 Quantity required - Microsoft Internet Explorer provided by Internet = -8 x|
Fie Edt Yew Favortes Took e | &
QBak » ) - ) (2] ] Dseach JrFavortes )| (- L W - )
agiress [&) Hickstreamc uickQuot; tong D=621 T B ‘Llr\ks 2
& West Berkshir |
est Berlshire
eProcurement Portal
eessibily Quantity required
S Plaase indicate the ouerall quantity of good, sarvicas or warks required in this contract
Sign In/Out Jump tor [Runtirequed <]
Search »
Quantity required Newt
Supplides »
Thresholds B
News Regulations
Help »
* Required informatien,
About Us
Terms & Conditions | Privacy Policy Powsred by myTendsrs Bro @ Millstream Associstes Limitsd 0
Contact Us
Site Map
SUPPLIER
REGISTRATION
o
Support: 0870 6091465
virectgov
ST S 1 ke B
4 ; |
West Berkshire
T =
@ Hickstream QuickQUote/QUestionBOZ. aspePID=621# I ﬁ[ntamet
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Step 9

Deadline date and time need to be inserted in this screen.

Depending on the scope of the goods/service, please ensure you allow sufficient time for
suppliers to compile their quotations, taking into account any holiday periods. Click
‘next’.

Ll
Fle Edt ¥ew Favorkes Tools  Help ‘ i

Qeack + ) - (¥ B | Psearch Joravontes £ | 0r L W] - L)

acthess [ &) ickstream, uickuote/Question03, aspID=621 EEERE

& WestBerkshire i

eProcurement Portal

Accessibility Deadline for quotes
Plaase anter the deadlin date and time for subrission of quates
Rialccng The submissions post box uill remain locked until this time has lapsed.
Sign In/Out
o i Jurnp tor [Deadline for qustes
Purchasers » Deadline date

MNext
Suppliers » * Deadline il \—I
Guides Lagislation b *Time  [08:00 =] (hhimem) G

News

Exmnte Cancel

Help »

About us * Required information,

Contact Us Terms & Conditions  Privacy Policy Powered by myTenders Pro @ Millstream Associates Limited 0

Site Map

SUPPLIER
REGISTRATION

Support: 0870 6091465

virectgov

Stk hecghio e v
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Step 10

Insert any additional information you may feel relevant eg. You may require suppliers to

attend a site visit before submitting their quotation. Click ‘next’.

2§ Other Information - Microsoft Internet Explorer provided by Internet 2

SEIE

Fle Edt Yew Favortes Took Hel

| &

Qeack ~ O - [ &) | Psearch Jiravortes €| (- o W - L)

Address [&] Hickstream. uickuot oG04, aspx7ID=621

=] Eoo s

@ WestBerkshire

eProcurement Portal

Accessibility Other Information
Welcome Please enter any further information you wish included with this contract,
Sign In/Out
Search »
e
» = 5 Next
Suppliers »
Guides /Legislation } Save
vy
e cancel
nelp » |
About Us
* Required informatien,
Contact Us
T Terms 8 Conditions | Privacy Policy Povered by myTenders Pro © Wilstream Assoristes Gmied &
SUPPLIER
REGISTRATION
A

J

Support: 0870 6091465

irectgov
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Step 11

In this screen you must select a commodity code/s relating to your requirement. Click on
‘add’ to select codes, and then click ‘next’

2} Commodity Categories - Microsoft Internet Explorer provided by Internet = =1l xi
Fle Edt View Favortes Took Help | &

Qeack - O - ¥ 2 (3| Poeach Joravortes &0 S - [

aivess [£] ickstream uickqUotefQuestionns, px7ID=621 EEERE

ﬁ% WestBerkshire

eProcurement Portal

Accessibility Commodity Categories
e Plesse add a cods for the catagory of supplies, serices tract by elicking
on the Add butt

Sign In/Out Theee commedity categrias wil be used to mateh appraprate sup distributi
Search »
Purchasers » Jumnp to; [Eommodity Categories =
suppli 12 * Gategaries

g Nest
Guides /Lagistation b

Add

News T
Events Delete
Help » Cancel

About us

Contact Us

Site Map Required information

Terms & Conditions | Privacy Policy Powsred by myTenders Pro @ Millstream Assosistes Limitad 0
SUPPLIER

REGISTRATION

Support: 0870 6091465

wirectgov
[

A
West Berkshire o
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Step 12

This next screen will ask you if you want to attach any documents relating to your
enquiry that suppliers will be able to download from the Portal eg. This may be a sketch
or a plan.

Also, this will manage any questions that come in from suppliers, where your answer will
be sent to all suppliers quoting. Click ‘next’.

T Notice Options - Micrasoft Internet Explorer provided by Internet i =121 x|

Fle Edt View Favortes Took Help | &
QBack + ) - [ [2] | Psearch JcFavortes £ | (0 o B - )
Adress [] hitps/westherks.Kickstream compdthority/QuickQuotefQuickQuate_OptiansStart aspID=621 B ‘ Links >

eProcurement Portal

Accessibility Notice Options,
St Salact any additional sptions that you would liks for this notica.
Sl out Jurnp to: |Additional Options =
Search »
Purchasers » ¥ additian. ‘ Newt
suppliers » other supporting documentation for instant

Guides /Legislation p Save

News

Events

Help 3

About us

Contact Us Terms & Conditions | Privacy Policy Powered by myTenders Pro @ Millstream Associstes Limited &
site Map

SUPPLIER
REGISTRATION
.|
J

Support: 0870 6091465

wirectgov

Statg g e s

A
West Berkshire o
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Step 13

If you click on additional documents in the previous screen then you will be requested to
attach them here. Click ‘next’ once attached.

Additianal Documents - Microsoft Internet Explorer provided by Internet : _[8]x]
Fie Edt View Favortes Took Help ‘ i
Qeatk - ) - ¥ 7 ] Poeath Joravortes 8| 0r
Address [ ) htp westberks Hickstream comjathority/ Quick Quote/Quick Quote_OptionsDocuments.asp7id=t21 B> ‘Lir\ks &
# WestBerkshin I
coanent
eProcurement Portal
Accessibility Additional Documents
s 1 you wish, you can uplosd sne of more documents =.5 Microsoft Word, POF, Excel ste. that will be
rmade susilsble on the site, Prospective bidders will be 3ble to dounlosd thess documents snd retum
Sign In/Out thern directly o you,
Search » Jump to: | Furchasing authority detai
»
[ Add Additional Document Next
Suppliers » Enter the thle of the docurnent you wish to add together with the filaname of the S
il aoulanen’y docurnent and click the Add button o upload the document o our server, Repest the
tces Letzta 0N, process for each docurnent you wish to upload, Individual docurnents should be no
Nt rrore than 2 megabytes, Save
Add from your library
Erents Document Title:
Cancel
Help » [
About Us Filaname:
contact us o, |
Site M
s Add
SUPPLIER
REGISTRATION
[~ Available Docurnents
isted below are the documents that uill be available for download with this noti
Delete
Support: 0870 6091465
virectgov
S gt uk o Terms & Conditions = Privacy Policy Powered by myTenders Pro @ Millstream Associates Limited 7
‘.
West Berkshire
€] Dane [T T[] [gmteme
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Step 14

If you clicked to include Questions & Answers in step 12 you will need to complete these
fields which instructs the Portal where to send them. Click ‘next’.

2 Questions and Answers - Microsoft Internet Explorer provided by Internet 3 _[8]x]

Fle Edt YVew Favortes Took Help ‘ [
QBack » ) - [ 2] | Psearch iravotes £ \ (v o - )
airess [] Hickstream. T spid=t21 EEER

@% West Berkshire

eProcurement Portal

Accessibility Questlons and Answers
Errasd Plaass salact tha person to whom the system shauld diract questions, susplisr quaries, alerts and sther
AR SHaT P St e
Sign In/Out
A ) Jurmp to; [Farehasing authority detaiis =
Purchasers > [ Main contact
Da you wish suppliers o ask quastions via the nebsite? Rt
& ves € o
N Save
- If yes, please selact the person to whorn the systemn should diract such questions:
Events - Please select from list - v cancel |
Help »
About Us
Terms & Conditions | Privacy Policy Powered by myTenders Pro @ Millstream Associstes Limited [
Contact Us
site Map
SUPPLIER
REGISTRATION
N
L
J
Support: 0870 6091465
wirectgov
sragorcgo e e
A
West Berkshire
[&] pane [T T [ [@meme
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Step 15

Here you need to nominate one or more Users who will be responsible for unlocking the
tender post box after the deadline date/time for tender returns. Click ‘next’

1ol
Fle Edt View Favortes Took Help | &
QBack + ) - [ [2] | Psearch JcFavortes £ | (0 o B - )
adress [{€] ttpsjwestberks Hickstream compaLthorityQuickGQuotef QuickQuote_OptionsPostbox. aspx7id=621 B ‘ Links >

# WestBerkshire

eProcurement Portal

Accessibility Tender Post Box
e Tha Tandsr Submission Posthox has basn sctivatad to racaivs tha quotas from supplisrs slactronically.
You must now designate one or more members of your arganisation to ‘wnlock! the postbox sfter the
Sres natice deadline,
Search » Jump tor [Purchasing authori details 7]
»
S ) T o e e e e G e e ey e
Sli=lesrinl ™ 3o Gread (aread@westberks.gov.uk)
Nawve Save
[ Tam Haring (theming@uestharks.gou.uk)
Events
Help » ™ Aimee Hoare (procurement@inestberks, gov.uk) Etriel
About Us ™ Ry Uoyd (rllaydgsstbarks. gou.uk)
contact e I Sharlie ( )
site Map
[ Mike Sullivan (meullivan@uestbarks. gov. uk)
SUPPLIER
REGISTRATION
= Terms & Conditions | Privacy Palicy Powared by myTenders Pro @ Millsream Associates Limiad

Support: 0870 6091465

wirectgov

Svagn g oo s

[&] pane [T T [ [@meme
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Step 16

You have now completed your enquiry. Several options are available here 1. Preview
your notice. 2. Distribute notice or 3. Publish later.

If you decide to distribute now then click the link.

Fle Edt Yew Favortes Took Hel

2 Quick Quote Creation Completed - Microsoft Internet Explorer provided by Internet 3

SEIE

| &

QBack @ - [ 2] 0| Dsearch rFavotes £ \ (v o - )

Kickstream ke lete

address [

id=621

Accessibility

Wealcome
Sign In/Out

Search 3
Purchasers 3

Events

Help 3
About us
Contact Us
site Map
SUPPLIER
REGISTRATION

7?\,
&
J

Support: 0870 6091465

wirectgov

Statg g e s

A
West Berkshire

@% West Berkshire

eProcurement Portal

Quick Quote Creation Completed

Cangratulations, you have complated the data entry for the fellowin

9 Quick Quota:

621 - Sample quick quate

Nota: The quote will not be publizhad until you release it for distribution,

Fowered by myTenders Fro @ Milstresm Associs

tes Limitad 0

EEER

[&] pane
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Step 17

By clicking distribute notice in step 16 you now need to select your suppliers you wish to
invite to quote.

In the distribution list (Matching Supplier tab) you will be given a list of Suppliers who
have registered on our Portal for the commodity codes you selected in step 11. Please
select a minimum of 3 from the list, click ‘add’ then click ‘publish’. This will then send
the enquiry direct to these Suppliers.

_[8]x]
] Iz
address [ uote_Publish aspdid=621 = B [uks »
Distribute Quick Quote
Thiz paga wil sllow you o distibuta your quick quots to one or mars supplisrs. Balow ars datails of tha
quote. To distribute the notice you must add suppliers to the distribution list.
Quick Quats Datails
Publish
T P =
Type of Motice: Quote
Services/Supplies: Supply Cantract etz |
Distribution List
About Us
Distribution List Matching Suppliers Search For Others
Contact Us
Sita Map
SUPPLIER
REGISTRATION
’ P E
i
Ll Ld (0)
J = - da wortley@medichern. co. ul
S cand Ltd., (0)
m) seland. co.uk
Support: 0870 6091465
r o)
zane-industrie: k
St o s O epmmeenca
Y 0
West Berkshire
Quick Quote Preview
QUICK QUOTE - SUPPLIES
Section I: Quick Quote Details
L1 ©fficial Name an d Address of the Contracting Authority/Entity ;‘
&} Dane [T T [ [@meme

Important Note on Suppliers

Suppliers that have registered on the WBC Portal may not necessarily have been
through our approval process (which is normally carried out for large projects).
Users should therefore satisfy themselves that, any suppliers they commit to, can
provide the goods/services in question to the standards and delivery required.
Should you require further information on this please contact the Procurement Unit
on Tel: 01635 519860 or email procurement@westberks.gov.uk
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Prior to creating a quick quote Users can check suppliers that have already
registered on our Portal by going to reports then click on Supplier list. If Users

require a specific supplier that is not lisfed then they should
on the Portal — http://westberks.klickstyeam.com/

Eile

Edit

Miew Favorites  Tools  Help

2 Authority Home Page - Microsoft Internet Explorer provided by West Berkshire Council

Qe - - =1 &

I seereh S pavotes @ medin g | (1~ L -

Address [&] http: fiwestberks.Kickstream  com/Autharity [publisher_main. aspsx

/

& WestBerkshire

eProcurement Portal

Accessibility
Welcome

Sign In/Out

Authority Home

welcome to your hom:

Pgage

- @8 3
- = pafe. From here you can contral all asfiects of your membership of this site.
Craate, edit and publish nftices and view details of rasponsasfto your publizhad noticas,

Search > MNotice Workspac*
Purchasers > Purchaser Home Page
Suppliers > Create Notice

Guides /Legislation b
News

Events

Help >
About Us

Contact us

Site Map

Create Quick Quote

Notice Workspace >
Library

Buyers Profile

Your Details

Change Password

supplier Search

/

= new notices and view p
zz=d an interast in pa.

notices, You can also view
nd send them further information.

/

SUPPLIER

Reports

fpd details of your authdrity,

the members of you/authority and amend their access rights to
ti

rganisation is:

[rity details

Etails

REGISTRATION

Support: 0870 6091465

/

Your Library

/

ol
web sites,

T T ra T T

slso creste links that enablefyou ta publish your tender list on intranets and other

Amtnils

Provides facilitias to maintain all aspecfs of vour library, You can add standard decuments
whi n be added to notices you pubfish and create standard text to use when creating

] httpijfwestberks.Hickstream.com/authorityfrepartsfauthrpt_|

|
[ wmemee

Eil=

Edit

Yiew Favorites  Tools  Help

X Authority Reports Main - Microsoft Internet Explorer provided by West Berkshire Zouncil

QD ock - ) - BB ‘ ) search < Favorites @A Media €3| = k; )

Address [&] hrrp: jwestberks.ickstream. com/authorityjreportsjauthrpt_Main. aspi

/

@ WestBerkshire

eProcurement Portal

Accessibility
Welcome

Sign In/Dut

Search >
Purchasers >
Suppliers >

Guides/Legislation b
News

Events

Help >
About Us

Contact Us

Site Map

SUPPLIER
REGISTRATION

Support: 0870 6091465

Authority Repj/rts

Please select the requfred report from the list shown below.

Supplier List

Download a list of all supplie

re ragistered on the site in Excel format.

Statistics

Statistical Return

Generate the information required to complete your annual statistical return,

Notice List

Gensrate 2 list of notices publizshed betwesan the selected dates.

Terms & Conditions | Privacy Policy Fowere d by myTenders Pro @ Millstream Associates Limited &

=l

&l

[T lmenee 2

Users will also need to ensure that any new Suppliers they intend to procure from
are set up in the Agresso System, using the appropriate ‘Request for New Supplier
Form”’.
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Step 18

Return of quotations

Once the tender return date/time has lapsed, Users who were nominated to unlock the
tender post box in step 15 will be prompted by an email to log in to the Portal and unlock.
You can see in this screen that 2 quotes have been received. Click on ‘Has Post Box’.
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Step 19

This then displays the Post Box status. Click ‘unlock’ then ‘open’ to reveal quotations.
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Step 20
This then gives you access to Supplier’s quotations by clicking on the links.
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