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Small Supplier Scheme — Web Form Guidance

To access the Small Supplier web form you will need to log into the following website
https://onlineservices.leeds.gov.uk/public/eForms/SmallSupplierScheme.aspx

The following screen will appear.

3 Untitled Page - Microsoft Internet Explorer provided by Leeds City Council

File  Edit Wiews Faworikes Tools  Help | k
O © - 1A [2) ] P framas @[3 - O B

Address IE httpffintranet.leeds, gov,uk: 777 /SmallSupplier Scheme  aspx j Go | Links
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The small Supplier Scheme is available for all companies that employee less than 50 staff
and have a turnover of less than £10 million, If eligible for this scheme the council will
pay your invoices in 20 days from the day your invoice is received rather than the standard
30.

Are you an existing Supplier to Leeds IPleage choose v[
City Council?

Next

E
|a ’_’_’_’_'_ g Local intranst:
‘Startl . Dawn Pamme. .. I @ My Portal - Mi... I @ hittps: f i, .. | E Microsoft Exc... | @ Small Supplier. .. | Small Supplier ... I a Untitled Page ... I ‘EGF N ? 08:35

If you are not an existing Supplier to Leeds City Council. Click on the drop down arrow &
choose no.

Then click on the next box.
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The following screen will appear.

soft Internet Explorer provided by Leeds 18] x|
File Edit View Favorites Tools Help ‘ ﬁ
eBaEk - O - @ @ \{:j |pSear:h *Favuntes @| Bv :1\? ] - LJ @ ﬁ 3
Address I@ http:/fintranet. leeds. gov.uki777i5mallSupplierScheme, aspx j Go ‘ Links **

You are not an existing supplier to Leeds City Council. Please use the following link:

htto: /e, [eeds. gov. uk/Business/Tenders and contracts/Approved suppliers.aspx

© Leeds City Council | Internet Privacy Statement | Webmaster | Statistics

|
[&) [0 [ [ [S3 Localintranet
ﬂj'startl ({10 Dawn Pamme... | &My Portal - ... I & https:ffwnn. .. | 5] Microsoft Exc. .. | I} Small Suppler... | 1] small Suppler... || &7 untitled Pag... |Oa%@y NE § o4

Click on the link

This will take you to the Council’'s website and you should see the following screen.

Procurement: U nce for contractor: =] x|
Fls Edt Wew Favortes Tooks Help | &

eBack - O A @ @ﬁ pSearch *Favurites ®| 8- i_‘\: ] - LJ @ ﬁ ..ﬂ

address [&] hitp:/fwomw leeds.qov.ukfHLsiness|Tenders_and_contracts]Approved_suppliers. aspx

Em | A- Zof services | Reportit | Pay forit | Apply forit | Bookit Q Search leeds. gov.uk
ey counent

i mm CITY COUNCIL

Home | Life events | Doitonline | Aboutleeds | Council publications | FAQs | Contactus | Accessibility |

Tenders and contracts business tenders and contracts approved suppliers = COntacts

Approved suppliers

Procurement Un guidance for contractors @ Ccorporate Procurement
Procurement - contracts lists

Procurement - contracts Application for approved list status

management If you wish to apply for approved list status please logon to our Supplier and
Contract Management System (SCMS) at http://scms.alito.co.uk/ (without
www) and register your supplier details.

Downloads

Procurement - policy Leeds City Council -
Contractor Code of

Conduct
Guide to tendering ] Guide To Tendering
The prospect of tendering with an organisation like Leeds City Council can be
daunting for companies who are new to the process. This Guide to

s Introduction to
Tendering explains what is involved in an easy to understand way,

Purchasing Cards

Supplier Purchasing
. Card Awareness Leaflet
Passport to the environment

This passport document has been written as a guide to environmental issues = (i v (Ewils =
L . . Suppliers FAQ's
which affect all organisations that are carrying out work for the council. The
guide aims to make firms more aware of the environmental impact of their 5?“:'“‘!- DiVE"'Si:'I and
e Procuremen
actions and the way they work, for example their purchases and transport b Bt D (p
requirements, contractors

. . . Leeds Religion and Faith
The passport provides guidance notes on environmental issues and highlights Guide

areas that all organisations should consider. The passport also details the

X Equality & Diversity
council's commitment to the environment and explains how environmental |

Legislation |
& [T T [eaneme
ﬂj'startl ({10 Dawn Pamme... | &My Portal - ... I & https:ffwnn. .. | 5] Microsoft Exc. .. | I} Small Suppler... | 1] small Suppier... || &7 Procuremen... |Oa%@y NE § o4

Now click on the link http://scms.alito.co.uk/
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This will take you to the following screen.

3 Alito Procurement - Microsoft Internet Explorer provided by Leeds City Council

File Edit Wiew Favorites Tools  Help

eBack - O ™ @ @E»b|p5ﬁrch *Favuntss @|E}2- ‘T\f ] - ._J @ ﬁ .'3

Address IE http:ffscms, alito, co,ukf

s Heipaesi o113 247 001 | —

N Mews | Help | FAGs | Cortact Us | Feedback | Links | Disclaimer | Privacy | Copyright
Welcome

Enter SCMS Welcome to the Supplier and Contract Managernent Systern (SCME), the new procurernent website for the Councils within the Yorkshire
= suppliers/Contractors | 2 the Humber region

= Council Users

This website has been introduced by the Yorkshire and the Hurnber Centre of Excellence (YHCoE), and is designed to give you

(suppliers, contractors, consultants, service providers, etc.) the information you need to be able to trade more easily with the Councils in
the region

In addition to providing guidance and advice in all matters relating to the procurement processes Councils currently use, it also gives you
direct access to a wide variety of procurerment opportunities across the region.

The site has three specific areas as shown below, which enable you to

self register and apply for approved list status for one or more regional Councils
self register as a prospective supplier where no specific approved list currently exists
raintain your cwn profile information

Supplier Management

btain {download) tender docurments electronically

Tender Management .0 . .

. 4 {upload) tender documents and reguired documents electronically
current and future tendering opportunities on the public Bulletin Board

. Contract Management o view details of awarded contracts
& view your own historical records

Tao use the site, click on either the Suppliers/Contractors or Council Users link on the [eft. Frorn here you will be able to Register or Log
into the system and access the Public Bulletin Board. For all other information, please click the appropriate tab above

El
|&] pone [T T T [ kernet
i/ start Dawn Pamment - ... I @ My Portal - Micms‘..l Microsoft Excel - ... | 13 small supplier Sch... | ] smal Supplier Sch... II@ alito Procurem... ‘aaa@ﬁ N ? 08:58

Click on Suppliers/Contractors link to register with the Council

This will then take you to the following screen.
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upplier Self Servic icrosoft Internet Explorer provided by Leeds Cit il - | = LI

File Edit View Favarites Tools Help | e

eBack - -J Ve Iﬂ @ k:j ‘ ).7\1 Search \::\\'{Favuntes &}‘

Address I@ https:,ifscms‘securlé\sahto‘co.ukl'

SCMS Helpdesk 0113 247 4001

Existing Users Horne Mews Help FAQs Conpftt Us Feedback Links Disclaimer Privacy  Copyright

Please enter your username
and password then select the
Login button below. Welcome to the SCMS Procurepient System

Username Suppliers visiting this site for the figd time can click an the Register link in the left panel to register with the poal. Once

registered you will be able to acg#éss current and future scheme information and award details and also download and submit
bids electronically. ¥ou can al# keep your profile up to date, including the goods and semices your company offers and add
Password supporting docurnentation gath as cormpany brochures

A brief resume of the rmdin features is given below.

Advice - details of forthcorning tender requirerents

Tenders - open access to tenders where bids are sought from all interested parties

ender Access - restricted access to tenders where bids are sought from firms on appropriate approved lists or
ing & pre selection process

der Evaluation - bids received but not yet awarded

o/ Awarded Contracts - contracts already awarded

Ep Login *

Fatgotten password?

New Users 0 express your interest in tendering opportunities you will need to have registered your company and logged in, but you can
browese for opportunities by selecting the Bulletin Board button below.

To register your cormpany
and create an account,
please select the Register,
button belowe.

@ Register

I$ Bulletin Board

! City of Bradford Metropolitan District Council JEE|[s[SysEI[E] % i
BARNSLEy NN e e Doncaster =

¢ T I —
ﬁ;'start| {000 Fu: Small ... | B Dawr's fle... | ahttps:”ww.‘.l & Leeds city | = 2008 Purc... | | small Suppl..‘l ) 5mall Suppl... ||@ Supplier 5.. (Gl BMENT § 143

For new users create an account click on register.

3 supplier Self Service - Microsoft Internet Explorer provided by Leeds City Council 18] x|
File Edit View Favorites Tools Help ‘ ﬂ'
3 [~ ML 3. 1
e Back - \) = \ﬂ @ ¥h | /_7 Search ¢ Favarites €‘,} | 3= i B - _J @ ﬂ ﬂ
Address I@ https:ffscms.secure, alito,co,ukf j . Go | Links *
SCMS Helpdesi 0113 247 4001 . ___________________________________________________|
Existing Users Home Ws Help FAQs Contact Us Feedback Links Disclaimer Privacy Copyright
Please enter your ugername
and password then select the
Login button belaw. Welcome to the SCMS Procurement System
Username Suppliers visiting this site for the first time can click on the Register link in the left panel to register with the portal. Once
registered you will be able to access current and future scheme information and award details and also download and submit
bids electronically. You can also keep your profile up to date, including the goods and services your company offers and add
Password supporting documentation such as company brochures

A brief resume of the main features is given helow.

= Early Tender Advice - details of forthcoming tender requirements
@ Login s Advertised Tenders - open access to tenders where bids are sought from all interested parties
+ Invited Tender Access - restricted access to tenders where hids are sought from firrms on appropriate approved lists or
following a pre selection process
s Under Evaluation - hids received but not yet awarded
+ Awarded Contracts - contracts already awarded

Forgotten password?

New Users To express your interest in tendering opportunities you will need to have registerad your cormpany and logged in, but you can
browse for opportunities by selecting the Bulletin Board buttan below.
To register your company
and create an account, @ Bulletin Board
please select the Register
button below.

@ Registar

g

City of Bradford Metropolitan District Council JR@E|ls[Sya 1 @%
BARNSLEY © L uw.bradferd.gov.uk Council

|@ https: i scms. secure. alito.co.uk/pages/publicifront. crmd?tar get=news ’7 ’7 ’7 ’7 ’—g o Internet
i start| (@ F: small.. | B pawnis ... | &1 hitpsiiiw...| €] Lesds ity ...| 52008 purc... | L 5mal Suppl... | B smal suppl... [ £ supphier s.. [Qla# BMPE NG F 143

Don:aster _I

This will then take you to a page where you can complete your details including e-mail
address.

Once you have completed your details click on

B Register

This will send you an e-mail containing an activation link.
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Existing Suppliers

If you are an existing Supplier to Leeds City Council click yes and then next.

7} Untitled Page - Microsoft Internet Explorer provided by Leeds City Council 18] x|

Fr EE Gen Goeies T e ‘ o
: u - P -

O ©-H @ | Do Jerwwrn @ 3L - B B

Address IEhttp:fﬂ\ntranet‘\aeds‘guv.uk:7774’Sma\ISupp\iErS(hema‘aspx = Go |unks »

The small Supplier Scherme is available for all companies that employee less than 50 staff
and have a turnover of less than £10 million. If eligible for this scheme the council will
pay your invoices in 20 days from the day your invoice is received rather than the standard
30
Are you an existing Supplier to Leeds  [yes B
City Council?
Next
© Leeds City Council | Internet Privacy Statement | Webmaster | Statistics
I
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The following screen will appear.

a Untitled Page - Microsoft Internet Explorer provided by Leeds [ il == ﬂ

File Edit views Faworites Tools  Help | @

Q-0 (2 b s e @] 0- @ BE B

Address IE https: ffonlineservices.leeds gov, uk/public/eForms i SmallSupplierSchemne  aspix j Go | Links >
-

Creditor reference |

Iy

Company hame |

Address Number |

Street Name |

City |

Postcode |

Contact name |

Contact telephone (STD and |
MNumber)

Contact mobile number |

Email address for remittances to be |
sent to

Bank sort code |_ _ |_ _ |_

Bank account number |

Are you VAT registered?

VAT numher 9 dinite) |

| 2] Dore ’_’_’_’_E & Internet
sttartl @ Small Supplier ... I @ Dawn's Flex s, .. I @ 2008 IssuesL... | @ “Re: small su... | @ hbbps: | fwn, | @ Iy Partal - M., II@ Untitled Pag... |@@#|ﬁ|$ N ? 1222

Web Form Guidance -5- December 2008



Input your Creditor reference. This is two letters followed by either four numbers or three
numbers and a letter. This can be found on correspondence from Leeds City Council.

Please input details into all of the required fields this is from Company Name to Bank
Account Number.

You will need to answer the question are you VAT registered click on the drop down arrow
and choose either yes or no.

If you are VAT registered please enter your VAT number this is a 9 digit number for
example 123456789

Once you have completed all information on this page click on the next button.

The following screen will appear.

For each question you will need to answer either yes or no, click as appropriate.
You will need to confirm what services you supply to Leeds City Council.

a Untitled Page - Microsoft Internet Explorer provided by Leeds City Council ;Iilil

File Edit views Faworites Tools  Help | #

@Back-@- @ @ (h‘psaarch *Favor\tes @|sz_\ﬂ I"”_ﬂ vl_J @ﬁ .ﬂ

Address IEhttp:Hintranet.\eads.gov.uk:777iSmaIISuppIierScheme.aspx j Go |Lir|k5 >
=

e iwm CITY COUNCIL

Do you currently employee less than |P|eage choose vl
50 members of staff?

In the last financial year did you have |P|eage choose .[
a turnover of less than £10 million?

will vou be emailing yvour invoices to IPleage choose v[
us?

Are you Purchasing Card enabled?

Flease choose =
=

Which services within the council do
vou regularly supply?

Ned Previousl

-
T 1 S T Uy SOy Y U [0 | g gy g | =Y SOy W Oy [N Py J

|@ Done ’_’_’_’_'_ q Local intranet
) start| (@) Fo: small .. | ) Dawris le... | & hezpsijjww... | & Lees ity .| ] 2008 purc... | (2 Smal suppl... | #) smallsuppl... |[E] untitied p... [ @ BMPE NS § 150

Once all details have been completed on this form click on the next box.
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The following screen will appear.

Please read the Terms & Conditions, you will need to click on yes to agree to these before
clicking on the finish button to submit the form.

; Untitled Page - Microsoft Internet Explorer provided by Leeds City Council =& 5[
File Edit VWiew Favorites Tools  Help | :;‘
- Ne n : 2
GBack - J A Iﬂ IEL‘ | Search \c;r\.;‘ Favorites ‘\t T g - - '@ ii ._“i
Address [i&] https: fonlineservices.loeds gov ukjpublic/eFormsSmaltsupplierScheme .aspx =l Go |L|nks w
[~

[}3 Terms and conditions for the Small Supplier Scheme.

« T will email my invoices where possible, as an attachment to
smallsupplierscheme@lesds gov.uk

e Where I send invoices in the post T will clearly mark my invoices as being eligible for
payrment under the small Supplier scheme in red ink In the top left hand comer of the
invoice and understand where this is not done my invoices may not be processed
within 20 days

o Ary invoice T post to the council will be addressed to the Small Supplier Team, PO

Box, 561 Belgrave House, Belgrave Street, Leeds, LS2 8W0Q

Involces for goods or services procured by schoaols should be sent to the schoal in the

first instance with the invoice clearly marked as being eligible for the Small Supplier

Scheme

o I will obtain a valid order number from the service ordering the goods and supply this

on the invoice

T will supply the name and contact number of the person who has ordered the goods

on the invoice

e [ agree to have all payments made by BACS to the account number and sort code
listed above and my remittance advices emalled to the emall address quoted shove

« Where goods or services are supplied to schools every effort will be made to pay the
invoice within the 20 day time period however from time to time payments may be
made late due to holiday periods or the invoice not being supplied in time to meet
the 20 day payment terms.

I agree to the above terms and No v b

conditions

Mame |

Date | =
Ebore T B e

;t.lstartl 8] Small Supplie ... I ] Dawin's Flex 5., I 5] 2008 Issues L. | Ret Fw: Small,.. | @ hkkps: ffwne, . | @ My Portal - ... II@ Untitled Pag... |Q.’ :EIIE‘E N = ? 12:28
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