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Step 1 – Register your organisation with Proactis. 

If you haven’t already, you’ll need to register your organisation at https://procontract.due-

north.com/Register 

Detailed information about the registration process is available in the Supplier Registration Guide. 

 

Step 2 – Login and find the DPS on the portal. 

You can either use the Search field to search on Wokingham Borough Council’s 
opportunities, or you can click on the Find opportunities link and then use the filter at 
the top left corner to filter on Wokingham’s opportunities. 

 

You will then see all live opportunities, including the DPS. 

 

 

Step 3 – Register interest. 

Click on the DPS link and then click on the green button Register interest in the 
opportunity. 

https://procontract.due-north.com/Register
https://procontract.due-north.com/Register
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Once you have clicked on the green button Register interest in the opportunity, to 
complete this step, you will also need to click on the link here as shown below: 

 

 

Step 4 – Download and read the documents. 

 
Click on each of the documents to be able to open and download them. Ensure you 
read each document, starting with Procurement information + Guidance. 
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Step 5 – Start your response. 

Click on the Start my response green button to start uploading the required policies 
and other documents. 

 

 

 

Step 6 – Add your response on the system. 

To finalise your response, you will need to complete the electronic forms by clicking on 
the Standard Selection Questionnaire (SQ) link and filling in the relevant information; 
once complete, the progress bar will show as completed.  
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You will also need to upload all necessary policies and method statements by adding 
them as attachments in the Response documentation, files & links section, as shown 
below. To start, you will need to click on the Add link.  

 

 

Final step – compile all necessary documents and submit your application. 

 All boxes in the Response submission progress checklist need to be green (as shown 
above) before you can submit your response.  
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