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Supplier Registration

This document is to be used by Suppliers who wish to be add their details to the NHSSpproved
Schedule of Supplieweb site.

Supplier Registration

Log onto the Schedule of Suppliers and select ‘Registeras & u p p.l i_er

\
NHA

national highway sector schemes

FAQs | Contact us '

Schedule of
Suppliers

Home Suppliers About Supplier login REGISTER AS A SUPPLIER

Enter keywords and press enter

Search by scheme

Search by region

SUBMIT

or view all suppliers

The following screen should appear:
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Create new account

Login

Create new account Reset your password

| Create new account

Email address *

A valid email address. All emails from the system will be sent to this address. The email address is not made public and will only be used if you wish to receive a new password or wish
to receive certain news or notifications by email.

Username*

Several special characters are allowed, including space, period (.), hyphen (-), apostrophe (), underscore (L), and the @ sign.

Account Type

Supplier

Select the account type you would like to register. This can be Supplier or Certification Body. If you select certification body you must select the certification body you represent.

Company Name *

Telephone Number

Please populate all the fields. (Note all fields with an * are mandatory).

Accourt Type

Use the dropdown arrow to select if you are a Supplieror a Certification body

Once you have ticked the ‘I agree with Terms and Conditionstlickonthe‘Cr eat e New
at the bottom of the screen.

Login Create new account Reset your password

| Create new account

Email address *

Nita.Patel@Lantra.co.uk

A valid email address. All emalls from the system will be sent to this address. The email address is not made public and will only be used if you wish to receive a new password or wish
to receive certain news or notifications by email

Username*

Schedule of Suppliers 1

Several special characters are allowed, including space, period (.), hyphen (-), apostrophe (), underscore (_), and the @ sign
Account Type

Supplier v
Select the account type you would like to register. This can be Supplier or Certification Body. If you select certification body you must select the certification body you represent
Company Name *

Nita's company
Telephone Number 4152745335

v | agree with Terms and Conditions *

NITA PATEL

Accout



Schedule of Suppliers User Manual — Supplier Version 1.0

You will receive an email, saying the account is currently pending approval.

dev@lantra.staging.iepreview.co.uk © Niita Patel 14/09/2017

[SPAM?] Account details for Nita.Patel@lantra.co.uk at Schedule of Suppliers (pending admin approval)
Retention Policy 90 dlay Junk folder deletion (90 days) Expires Never

@ We removed exira line breaks from this message. -

Nita.Patel@lantra.co.uk,

Thank you for registering at Schedule of Suppliers. Your application for an account is currently pending approval. Once it has been approved, you will receive another email containing information about how to log in,
set your password, and other details.

Tel : 07976 823233
Company: Nita Patel

User: Nita.Patel@lantra.co.uk

— Schedule of Suppliers team

Please make sure that you check your junk folder. To avoid emails from going into the junk folder
you can follow the instruction in this URL: https://emailmarketing.comm100.com/email-marketing-
tutorial/emails-going-to-junk.aspx (Please note this is an external site which has no association with
Lantra).

Once the account has been approved or denied by Lantra, a secondary email will be sent to you
informing you that your account at Schedule of Suppliers has been activated or denied (if you have
been denied an explanation will be sent to you as to why).

Within the email you will be asked to click on the URL link to add your password (see below).
dev@lantra.staging.iepreview.co.uk © nita Patel

Account details for Nita.Patel@lantra.co.uk at Schedule of Suppliers (approved)

o We removed extra line breaks from this message.

Nita.Patel@lantra.co.uk,

Your account at Schedule of Suppliers has been activated.

You may now log in by clicking this link or copying and pasting it into your
browser:

http://lantra.staging.iepreview.co.uk/user/reset/7415/1505386982/03v-ROBoselEioglEx2usINA35mxhCYx6L{CMKHuU0Ds

This link can only be used once to log in and will lead you to a page where you can set your password.

After setting your password, you will be able to log in at http://lantra.staging.iepreview.co.uk/user in the future using:

username: Nita.Patel@lantra.co.uk
password: Your password

-- Schedule of Suppliers team
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Adding Supplier Password

Once you have selected the first URL, the following should appear.

Schedule of
Suppliers

national Fughway sector schemes

Home Suppliers About ‘Supplier login REGISTER AS A SUPPLIER

| Set password

This is a one-time login for Schedule of Suppliers 1.
Click on this button to log in to the site and change your password.

This login can be used only once.

%] LOG IN

Hosted by Lantra Lantra House, Stoneleigh Park, Coventry, T T

(1N
o
{ LANTRA

Select LOG INand the following screen should appear:

Please follow the instructions below.

You have just used your one-time login link. It is no longer necessary to use this link to log in. Please change your password.

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Schedule of Suppliers 1

Email address*
Nita.Patel@Lantra.co.uk

A valid email address. All emails from the system will be sent to this address. The email address is not made public and will only be used if you wish to receive a new password or wish
to receive certain news or notifications by email.

Password

Password strength:

Confirm password

Passwords match:

To change the current user password, enter the new password in both fields.

NITA PATEL 4



Schedule of Suppliers User Manual — Supplier Version 1.0

Account Type
Supplier v
Select the account type you would like to register. This can be Supplier or Certification Body. If you select certification body you must select the certification body you represent.

Certification Body

- None - v
Select the certification body that you belong to.
Company Name*

Nita's company
Telephone Number 0116 2745336
v | agree with Terms and Conditions *

Last Login IP

5.148.54.98

« SAVE

Please add if you are a Supplie or Certificate body from the Account Typefield.

If you have selected Certificate Body, please select your Certification body using the downward
arrow key.

Select Save and the changes you have made will be confirmed.

Home Suppliers ABOUT I

The changes have been saved

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Schedule of Suppliers 1

Please note the above Password and Email address you have added will now be your account login
for Schedule of Suppliers.
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Business Prole

At this point you will need to update your Business Bfile — Select the tab and the following screen
should appear.

Please populate all fields.

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Create Business Profile

Company Address

First name* Last name *
Nita Patel
Company

Lantra

Street address *
69 Holmfield Road
Stoneygate

Post town*

Leicester

Postal code *

The next section will inform Schedule of Suppliers about services that you provide and your Contact
information.
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Business Summary

Add Business Summary

Description Edit summary

B I

[
.
[
Wi

9y Gl | [ Source | Styles -

Training and Qualifications

We offer a diverse range of training and qualifications to meet your needs. All of our products are quality assured within the industry so you know you are getting the
best. We also provide an excellent customer service with a perscnal touch |

body p

Basic HTML W @ About text formats
Contact Name*
Nita's Company
Business Contact Position
Director

Contact Email *

Nita.Patel@Lantra.co.uk

To add a company logo simply select the Browsebutton, locate the image with the file type specified
below.

If you have a Facebook / Twitter or LinkedIn account please populate the relevant fields.

Company Logo

| Browse...
One file only.
256 MB limit.

Allowed types: png, gif, jpg, jreg

Facebook
Twitter

LinkedIn

Adding areas Region

You can add what Regionsyou cover. You can multi select these by holding down the CTRL key.

Region

Region 1
Region 2 A
v

Region 4

Schemes

1
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Within the tab below select Schemesgou offer. You can multi select by holding down the CTRL key.

Schemes

4 Preservative Treatment of Timber
5A Manufacture of VRS ~

5B Supply and Installation of Bridge Parapets v}
6 Minor Structures

Continue to populate the fields below and select Saveif you wish to save and come back to make
further amendments or select Send of Approvallf you have select Send for Approvalyou should
receive an email to say the profile you have set up is sent for review.

Website

Lantra.co.uk

Business Tel

01165559962

Business Mobile

Q7777 777777

Business Fax

01165559961

v SAVE SEND FOR APPROVAL

Schedule of
Suppliers

riational highway sector schemes

Home Suppliers ABOUT I

+ Business Profile profile #2181 has been updated.
= Your profile has been sent to an administrator for approval.

Email to be changed

dev@iedesign.co.uk dev@iedesign.co.uk; @ Nita Patel ~

Profile for review - Lantra

Profile submitted for review TEST.

http://lantra.staging.iepreview.co.uk/user/7486

Once the Profile has been reviewed or denied by Lantra you should receive an additional email
informing you that your profile has been approved and that you can now add your Supplier
Certificates. If you are denied approval you will be informed with the reasoning why.
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Suplier Certficates

You will need to log back into Schedule of Suppliers and select the Supplier Certificatesab.

NHh

ational highway sector schemes

Schedule of
Suppliers

Home Suppliers ABOUT I

View Edit Business Profile

Supplier Certificates Premium Supplier Notes

| Supplier Certificates

v/ Add a certificate

Select Add a certificateand the following screen should appear.

Please populate all fields — please ensure that certificates are correct and in date.

v/ Add a certificate

Title
1S09001:2008 (2015)

Input the title of the certificate.
Select governing body

ACS

Pdf File

H 20160120141547131.pdf

1l REMOVE

Upload a certificate in PDF format

Expiry date of certificate

ADD CERTIFICATE

44.45 KB

Fill in all the details and the following screen will appear.
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Home  Supplers asou -

Your certificate has been sent to an administrator for approval.

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Supplier Certificates

Under review
1S08001:2008 (2015)

i 1494870C-9912-C184-4CC9-B401-A53F4D8DE290.pdf 182.46 KB

\/ Add a certificate

At this point you can add any additional certificates. Please note the previous certificate will show as
Under Review- this is because it has not been approved by the Schedule of Suppliers team.

Your certificate has been sent to an administrator for approval.

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Supplier Certificates

Under review
NHSS 8

I Click on'Change' to select default PDF handler.pdf 182.46 KB
1509001:2008 (2015)

i 1494870C-9912-C184-4CC8-B401-A53F4D8DE290. paf 182.46 KB

v/ Add a certificate

Once the SOS team have reviewed the certificates, an email will be sent to you informing you that
either the certificates have been approved and published or they have been rejected (the reason for
the rejection will also be sent to you).

Your Profile will now be LIVE in the Search results.
Premium Supplier

You will now be able to see your details within the Search function. This is your basic information
package. For users to see what Areas you cover or what Schemes you supply, you will have to
become a Premium Supplier(Please note this also includes automatic reminders when your
subscription is soon to expire (90 days / 30 days / 7 days and 1 day)).

If you Login as yourself and from the tabs select Premium Supplier
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View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Premium Supplier

Subscriptions can be paid using the PayPal button. The annual subscription is £0.10.

P PayPal Checkout

The safer, easier way to pay

Annual subscription amount to be confirmed

P PayPal Checkout
Select Thesafer easierwayopay |, this will take you to the PayPal wizard.

Log using your personal credentials.
The following screen will appear:

IE DESIGN's Test Store

P paypPal ® £0.10 GBP

Log In to PayPal
. ‘ Paypal

‘ Email address

‘ Password ‘ Safer. Faster. Easier.

Welcome to the new PayPal checkout.
— ) It's everything checkout should be
|_| Stay logged in for faster checkout @ - faster, safer and more convenient.

Having trouble logging in?

ar

Check Qut as a Guest

Cancel and return to IE DESIGN's Test Store ® 1999-2017 @

Policies Terms Privacy Feedback

1
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If you have a PayPal account enter your details and Log in. You will now be able to select Pay now

IE DESIGN's Test Store

P pPayPal ® £0.10 GBP
Hi IE.
Deliver to Change >
|IE DESIGN
1 Main Terrace, Wolverhampton, West Midlands, W12
4LQ United Kingdom
PayPal is the safer, easier

Pay with Change > way to pay

P | PayPal Balance £0.10 No matter where you shop, we help keep your

GeR financial information secure.

PayPal Apply Now >

CREDIT

Get more time to pay on this £0.10 purchase with PayPal

Credit*

* Thiz example shows the typical cost of using PayPal Credit without offers.

Representative example

Purchase rate p.a. (variable) 17.9%
Representative APR (variable) 17.9% APR
Assumed credit limit £1,200
T&Cs apply

Cancel and return to |E DESIGN's Test Store © 1999-2017 &

Policies Terms Privacy Feedback

1
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The following screen will appear showing confirmation of being upgraded to Premium.

Congratulations your subscription has been upgraded to Premium.

View Edit Business Profile Supplier Certificates Premium Supplier Notes

| Premium Supplier

Subscriptions can be paid using the PayPal button. The annual subscription is £0.10.
Your current subscription expires on 06-10-2018

P PayPal Checkout

The safer, easier way to pay

If you do not have a PayPal account you can select Check Out a a Guesfrom the front screen (See
above). Here you will be able to pay using either your debit or credit card.

1
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P payPal w £0.10 GBP

Pay with debit or credit card

Your financial details won't be shared with the merchant.

Gountry g PayPal is the safer, easier
United Kingdom

way to pay
Card type " No matter where you shop, we help keep your

financial information more secure.

Card number
Expiry Date CsC —

First name Last name

Phone number type

Mobile v Mabile number

Billing Address

Address Line 1

Address Line 2 (optional)

Town/City

County (optional) v Postcode

Send to my billing address

Create a PayPal account

Protect your eligible purchases with PayPal Buyer
Protection.

Go back to Schedule of Suppliefiome page (Select HOMB. Search yourself buy entering your
company name, you should now see your company name in green at the top of the page.

If you select the View Pagébutton, you should see Areas / Schemes /Certificates you have loaded
and your location.

Please note you can update your information whenever you like by using your personal details.
]
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