
e-Procurement Portal Guide
Registration and completion of the Dynamic Purchasing System 
(DPS) Selection Questionnaire (SQ)



1. Click on the link below which will take you to the NHS Supply 

Chain e-Procurement Portal homepage (please save this to 

your internet favourites / bookmarks) - eProcurement Portal 

(jaggaer.com).

2. From the homepage – select ‘Supplier Access’ under the 

Login section.
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3. The Login box will appear – Select ‘New Registration’.
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4. Please confirm that you agree with the user agreement 

statements and then click ‘Next’.



5. You will then be directed to the Registration questions, 

please complete all the mandatory data fields marked with an 

asterisk * - Please ensure you scroll to the bottom of the page 

to answer all the questions, you will be prompted if you do not 

complete all mandatory questions.

Under the ‘User Details’ section you will be asked to add an 

email address which will become your username for your log in 

details. You will then need to select the ‘Email Address 

Validation Code’ button on the right-hand side, which will send 

a code to the email address you have entered. Please enter the 

code into the box below the validation code button.

Once all the questions have been completed, select the ‘Save’ 

button in the top right corner, to continue to the next set of 

registration questions.
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6. Continue to complete each page of the registration questions 

and then click save in the top right-hand corner.
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7. Once you have completed all the registration questions click the ‘Submit’ 

button. You will then receive an email with a temporary password. Use the 

link above in Point 1 to access the e-Procurement Portal Login Page. Enter 

your email address as the username and your temporary password to log 

into the portal. You will then be prompted to create a memorable/secure 

password - complete the password boxes and confirm.

Note - Please remember your login password. As a security measure you will be 

prompted to change it on a regular basis. If you do forget your password, use the ‘Forgot 

Password’ button on the login page to create a new password. See below.



8. Once logged in, you will be presented with the e-

Procurement Portal Homepage Screen, as below. Here you will 

be able to manage your profile, access/view/complete SQ’s 

and Invitation To Tender (ITT) Documentation, find help guides 

within the supplier help centre and find details of how to contact 

the Jaggaer Supplier Helpdesk should you require assistance.
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It is important to regularly check the manage profile and manage user areas, 

to ensure that your contact details are up to date. If they are outdated, you 

could miss vital information relating to tenders. It is recommended that you 

use a generic email address (e.g. customer services, contracting mailbox 

etc) as the main user email address within your profile (not a direct email 

address to one person). This is so that more than one person can access 

any email notifications that you may receive, for example, if someone is on 

leave, another person on the team can review/action the notification to 

ensure deadlines are not missed.

You can also add additional users to your account and allocate them as the 

default user for certain functions, for example, Auctions, Contracts etc. If you 

do not add any additional users, the system will automatically allocate the 

main user to all functions.

Note - If you add additional users, there is an increased risk of contact details becoming 

out of date, so it is even more important to check/update them regularly. Please see the 

guide below on how to add additional users.

e-Procurement Portal 

- User Management Guide.pdf

Note - NHS Supply Chain cannot update contact 

details/profile data (we do not have the permissions), it is 

the sole responsibility of the supplier to maintain their 

details.



1. Firstly, you will need to locate the DPS SQ within the Portal – 

click on ‘SQ’s Open to All Suppliers’ within the Supplier Area of 

the home page
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A list of all the open SQ’s will appear, look down the list until you find 

‘SQ_527 - MedTech Innovation DPS' (Project_1356). Alternatively, you can 

use the search facility at the top of the list, by clicking on the arrow - select 

‘Project Code’, in the Operator box select ‘Contains’ from the dropdown list, 

in the Value box type ‘Project_1356’ and click search. Once you have found 

the correct SQ, click on the SQ Title, which is a blue hyperlink to open it.



2. Now that you have opened ‘SQ_527 - MedTech Innovation 

DPS', you will be able to view the overview page for the SQ. 

You will need to express an interest first, using the ‘Express 

Interest’ button in the top right-hand corner. You will then be 

able to access the questions. See below:

Part 2 - Accessing and Completing the DPS SQ

e-Procurement Portal Guide8



3. You will now be able to open the DPS SQ in full and 

complete the questions. You can partially complete them, save 

your progress, and return to it later. Once you are happy with 

your responses and have completed all the mandatory 

questions you can submit your final response.

What is helpful is that once you’ve expressed an interest in the 

DPS SQ (or any SQ), it will then appear in the ‘My SQs’ area 

which can be accessed from the home page. It saves a lot of 

time, as you can get straight into the SQs you are currently 

working on or have completed, without having to search for 

them.
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Then click on the blue hyperlink SQ Title to open it.

 



4. Within the SQ itself there is a messaging facility available, 

this provides a route for communication with the DPS Team. If 

you have any questions or queries, you can send the team a 

direct email message. The inbox is being regularly monitored 

and you will be provided with an accurate response in due 

course.
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Once the messaging has been opened you will see there are different tabs: 

‘Create Message’ - where you can create new messages to send. 

‘Received Messages’ - this is your inbox where new messages that are sent 

to you will appear

‘Sent Messages’ - which saves/stores the messages you have sent to the 

DPS Team.

‘Draft Messages’ - which is a temporary store for messages you may be 

working on.

‘Forwarded Messages’ for any messages you may wish to send onto 

someone else.

 

Important Note - When you first open the messaging facility you will likely see that there 

are some unread messages in your Inbox, it is important for you to go in and read the 

messages and any attachments. Click on the ‘Received Messages’ button to view and 

open them.



4. Within the SQ itself there is a messaging facility available, 

this provides a route for communication with the DPS Team. If 

you have any questions or queries, you can send the team a 

direct email message. The inbox is being regularly monitored 

and you will be provided with an accurate response in due 

course.
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Once the messaging has been opened you will see there are different tabs 

– a ‘Create Message’ where you can create new messages to send, a 

‘Received Messages’ this is your inbox where new messages that are sent 

to you will appear, a ‘Sent Messages’ which saves/stores the messages you 

have sent to the DPS Team, a ‘Draft Messages’ which is a temporary store 

for messages you may be working on and a ‘Forwarded Messages’ for any 

messages you may wish to send onto someone else.

 

Important Note - When you first open the messaging facility you will likely see that there 

are some unread messages in your Inbox, it is important for you to go in and read the 

messages and any attachments. Click on the ‘Received Messages’ button to view and 

open them.



5. Now you have the SQ open, the next thing you 
will need to do is read all the documentation that is 
attached to the SQ, a warning message will appear 
to alert you. Click on the ‘Buyer Attachments tab at 
the top left side of the screen to access the 
attachments. Here you will be able to view and 
download them.
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6. If you would like to proceed after having read all the 

documentation, you will need to click the ‘My Response’ 

tab on the top left side and then select the ‘Intend to 

Respond’ button in the top right corner of the screen.



You will then be asked to confirm if you are bidding as part of a consortium or for your organisation only, select the appropriate option and click 

‘Save’.
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7. After clicking save, you will be taken to the main page of 

your SQ. From here you will be able to select each of the 

question envelopes (Qualification, Technical and Commercial). 

Each of them has a list of questions for completion - there are 

different types of questions within the SQ, for example. text 

box, dropdown list, attachment etc. 

Note 1 - Some of the questions may have attachments linked to 

them, please ensure you review the document and complete 

any necessary actions. You may be required to download the 

attachment from the question, complete the document itself, 

save it to your computer, and then upload it back to the 

question. 

Note 2 - When attaching any documents within the portal it is 

important to note there is a size limit - any single attachment 

cannot be larger than 52mb. If you need to attach a larger 

document or numerous documents to one question/area, you 

will need to put them into a zip folder (compressed) and then 

upload the zip folder.

Part 2 - Accessing and Completing the DPS SQ

e-Procurement Portal Guide14



8.  As you open each of the envelopes in turn you will be able to work through the questions and add your 

answers. You can partially complete your response and come back to it at another time. Using the save options 

available. Then access it the same way next time, shown in Point 3. 
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9. When you are happy with your response (prior to 

submission), we advise you to utilise the ‘Validate Response’ 

option available within each envelope (top right-hand corner). 

This will check your answers and alert you to errors including 

any mandatory (shown with asterisk *) questions you may have 

missed, or if there is an attachment you haven’t read etc. This 

is a useful tool and will aid you in submitting a full response. 

Part 2 - Accessing and Completing the DPS SQ

e-Procurement Portal Guide16

After clicking the ‘Validate Response’ button, any errors will be shown with 

a red bar across the top of the screen. It will tell you how many errors it has 

found and there is a details hyperlink for you to click which will take you to 

the error within the questionnaire, so you can correct it. Once you have 

corrected all the errors, press the ‘Validate Response’ button again to 

check that your answers are now accepted. Repeat the process within 

each question envelope until there are no more errors appearing. 



10.  The final stage of the SQ is to submit your response to the 

DPS Team, by clicking the ‘Submit Response’ button in the top 

right-hand corner of the main SQ screen. After you click this 

button your SQ Response can no longer be edited. But you will 

be able to continue to view it by accessing it the same way, in 

Point 3. Note - Please be certain that you are ready to submit 

your response before clicking the submit button.
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11. If your bid is rejected, you will receive a portal notification and a letter 

confirming the reason(s) why your bid was rejected. You are welcome to re-

submit your bid via SQ_527 - MedTech Innovation DPS by updating your 

current submission. Follow the steps above to access your SQ response, 

update your answers and then resubmit.

If you have any questions or queries after reading this guide, you can 

contact the DPS Team directly using the messaging facility within the SQ - 

see Point 4 above for instructions on how to access the messaging facility.
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