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1 Click on ‘supplier area’ 

 

2 Click on ‘my contracts’ 
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3 Click on ‘Create/Manage Subcontracts’ 

 

 
 

4 Click on ‘new document’  
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5 Fill in the details of the contract and click on ‘change categories’ 

 

 
6 Click on the number code relevant to the opportunity you are posting 
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7 Tick the box or boxes relevant to the opportunity you are posting then click ‘select 
categories’ 

 
8 Click ‘finish’ 
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9 Click ‘next’ 

 
10 It will then show you a summary, if you are happy with the details click ‘save’ 
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11 It will then take you to the ‘Contract Management’ page, here you can view, edit and 
delete your opportunity. Check here regularly to see if there has been any ‘expressions of 
interest’ on your opportunities. A plus will appear next to the opportunity if there has been an 
EOI.  

 
 

 

 

 


