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Step 1; Log Into Constructionline
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Log In will be provided by Constructionline when registering

Step 2; Select Run a Supplier List Option

@ Constructionline - Windows Internet Explorer
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BEUNN | Find a supplier | Supplier lists || €

racts | Submit feedback

: Notifications snhow annotifications
constructionline
'OPPORTUNITIES NOTICE BOARD
There are no unread netifications for today

Hide notifications

Ataglance @ | Recently registered suppliers @  Recently removed suppliers @

Find a supplier Supplier lists Contracts Submit feedback

Find an individual supplier
by name or by registration
number.

Copyright 2011 Capits Business Services Limited. A

Create and manage your
lists:

» Run a supplier list
Audited lists

» Your lists
Modify your existing
supplier and supply chain
lists

» Report lists
Modify your existing
reports

> Quick search

ights reserved

Terms of use | Pri

Create and manage your
contracts

» Create a new contract
» Create atender list

» Create contract awards
list

Analyse expenditure:

» Categories
» Contracts
» Suppliers

Submit feedback on one of
your existing suppliers
(requires contract
information)

“NEW FEATURES*

Print

Set up Email Alerts

€ Recenty modified lists
New Steel Arch Garage for Ballyn
ahinch Ambulance Station
Run a supplier list

Modular Accommodation
Run a supplier list

F I N Engineering Group Ltd
Report list

Heat Limited
Report list

ANTRIM ELECTRICAL AND MECHA
NICAL ENGINEERS LTD-2

Report list

Anderson Mechanical Services
Report list

‘Submit your feedback

Constructionline 4.11.2.4

Click on Run a Supplier List
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Step 3; Create a new list

& Constructionline - Windows Internet Explorer =R
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Home | Find a supplier |[SISUUSAISSN Contracts | Submit feedback
Supplier lists
Top 20 most populated categories | Top 20 searched on categories

Run a supplier list @ » Goto run a supplier list Your supplier lists @ » Go to your supplier lists

Create a new list Modify existing lists

Listname:
New Steel Arch Garage for
Ba..

Modular

Populate the Create a new list fields:-

List Name — insert name eg Ward 1 Refurbishment
List Number — insert unique number ie Trust Project Nr

Number of Suppliers Required — insert value of 10,000; depending on
criteria used the list produced will be considerably less than this

Click on the “Create” Button

Step 4: Input Shortlisting Criteria

The Shortlisting Criteria used must be listed using the Record of Selection of
a Contractor Pro-Forma.

Constructionline affords you the opportunity to refine the shortlist by using the
following criteria:

Constructionline Sectors & Work Categories — must be used as Criteria
Location of Work — must be used as Criteria

Branch Office Location — may be used as Criteria
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Other which includes Trade Federation/Professional Bodies,

Licenses/Accreditations and Director/Partner Qualifications — not
recommended to be used as criteria

Criteria to be inputted using a series of Tabs and Options

& Constructiontine - Windows Intemet Explorer
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Supplier lists:Run a supplier list

Run a supplier list Sectors and categories

Sectors & categories

or browse

Selected categories

Category type. Sector category

« Previous: Run a supplier list

Contracts

Location of work.
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Submit feedback

Branch office  Other  Review

Next: Location of work »

Category search type @ :AND @ OR @ Update

Contract value £ @ Advanced

Next: Location of work »

Frivasy

+ & [ 42| x || Live Search 2~
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@ 0 unread notifications

@ Page help = Print

€ Listdetails

List name: EXAMPLE 2

List reference number:
VVHSCT/EX1

Number of suppliers required:
0000
Search from: The entire database

Modify details

€ matching suppliers

See how many suppliers match
your search

Censtructionline 4.11.2.1
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Supplier lists:Run a supplier list

Run a supplier list Sectors and categories

Sectors & categories

or browse categories @

Selected categories

Category type.

Sector  Category

®  Constructionline GENERAL BUILDING GENERAL @
CPV (Contractor)

% Constructionline GENERAL

BUILDING REPAIRS AND
IMPROVEMENTS (MAX
NOTATION £15K) @

CPV (Contractor)

« Previous: Run a supplier list

Copyright® 2011 Capita Business Services Limited. Al rights

Contracts

Location of work.

Buyers helph

Submit feedback

Branch office Other  Review

Next: Location of work »

Category search type @ :AND © OR @ Update

Contract value £ @

Advanced
Greaterthan  ~ | 25000
Greater than ~ | 25000

Next: Location of work »

us | “NEW FEATURES®

G~ ~ d® v [ Page = Tooks =

ine: 0844 8920313 | Contactus Lo out &

© ounr

@ Page help & Print

© Listdetais

List name: EXAMPLE 2

List reference number:
WHSCT/EX1

Number of suppliers required:
0000
Search from: The entire database

Modify details

© matching suppliers

See how many suppliers match
your search

Constructionline 4.11.2.1

@ Intermet | Protected Mode: On

On the Review Tab click on the “View All Suppliers” Button to obtain the

randomly sorted list
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Step 5 Print Out List

& Constructionline - Windows Internet Explorer = || 8P |
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Home Find a supplier ESUJOISSINGE Contracts | Submit feedback

Supplier lists:Run a supplier list

Run a supplier list Sectors and categories  Location of work  Branch office  Other Review
PP ]
View all suppliers © Actions
You have returned 289 suppliers (randomly sorted) ~ Paged0f23]1 2 34 56 7 8 9 10 11 12 13 14 15 15 o it
17 12 10 20 21 22 23 24 25 26 27 28 29 Next»
select: Al | None Add to an existing list
Supplier reg. | Head office View Actions Export to report lists
[ suppiier trade name number postcode Branch offices e
[ LIRCONSTRUCTION 48183 BIGO3RE  Keady =] ] Print the results list
[ Brogan Contracts 57024 BT78 5BX Omagh = (-] Add an individual supplier
[ Sean Murray Contracts 77630 BT34 5XU NEWRY [5=] (]
[[] Maintenance Property 86416 BT48 7TH Londonderry = ]
Services
[ P&DMcMahon Contracts 49670 BT342LU Newry (sl (]
Ltd
[F] Pveroy Group 7229 NE11 9EZ BELFAST, Gateshead, (o] (-]
DUNFERMLINE
[ PJordan 27301 BT717PT Benburb e (-]
[ Lisburn Astral Ltd 57689 BT63 52F Portadown [vu] (-]
[F] RBARTON & SON BUILDING 48001 BT36 6YE NEWTOWNABBEY o] (-]
CONTRACTORS
[F] DOWNDEVELOPMENTS 47420 BIG68QF  CRAIGAVON [ou] -] 4
LTD

Select: All | None

~Top Page10f28[1 234567 8910 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28
29 Nexts

« Back to run a supplier lists
Done € Internet | Protected Mode: On #H100% v
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To Print List click on the “Print the Results List” Option

Step 6 Confirm that those Listed are interested in Tendering

Having printed out the list, the required number of contractors should be
contacted in the order in which they appear on the random list to confirm that
they are interested in tendering for the contract.

In the event that a contractor indicates that they are not interested in
tendering, their response should be recorded and the next contractor on the
random list should be approached.

These Papers must be retained for audit purposes. An example is shown
below.
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