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Proactis Supplier Helpdesk

Registration & Raising Tickets

Proactis have a supplier helpdesk for any issues you may have with
registering or using the portal

The supplier helpdesk can be accessed at:

http://proactis.kayako.com

To register on the supplier helpdesk:

You can either access the helpdesk on the link above or if you have
successfully registered on the portal your email from Proactis will include
the link as shown below
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Frarn: Procantract UFE <customertesting@due-north, coms Sent: Wed 09/05/2017 09:13
Ta: 220rhit Admin

co

Subject: User account created - Login details for Procontract

» I

Dear I Bloggs,
Tour user account has been created for ProContract.
Please find below a reminder of your username which you will need to access ProContract:

Tsername: OrbitP O @luton. gov.uk

Teu can access ProContract now by clicking on the following link:
https:ifprocontract-ufe due-north com/

Please Note: I'you are a supphier you must login to your account and select your preferred areas of interest and set your communication preferences to "Receive system email notifications” before you will receive any
opportunities published by buying organizations who are part of the FroContract family.

If you are a supplier that requires suppM
Log a ticket on the Supplier Support Portal

Alternatively please emil ProClontractSuppliers@proactis com for ProContract Supplier Support

If you are a FROACTIS customer that requires support:
Logit to the PROACTIS Support Portal
Ifyou don't have alogin, please email helpdesk @proactis com
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Click on the link Supplier Support Portal as shown above

This will load the following webpage


http://proactis.kayako.com/

2 PROACTIS Group Limited | Supplier Network Helpdesk - Internet Explorer [_[=2]x]
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Welcome to PROACTIS Supplier Support Help Desk

Our Supplier Support help desk has changed. Please click on the relevant link below to log a ticket
so @ member of our Support Team can assist you
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MarketPlace support dlick here ProContract V3 support click here Supplier Network support click
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Click on ProContract V3 support click here as shown above

The following screen will load
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O Remember me Ca—
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Click on Register as shown above
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Create a new account
Please fill in the fields below to register a new helpdesk account.

General Information
[J Remember me
Full Name:

Lost password .
Email:

Password:

Password (repeat):
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Complete the fields shown above

Click on eSS

The following screen will load
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Login Subscribe
Registration Successful
Thank you for registering! A copy of your registration details have been sent to your email address. Please use
the login form beside this text to login.
O Remember me Registration details
Full Name: MrJ Bloggs
Lost password Email: orbitpo@luton.gov.uk
Password: [ Hidden ]

Help Desk Software by Kayako ¥
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You will receive an email from Proactis confirming you are set up on the
helpdesk
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From: FroContract Y3 Supplisr Sppert <noreply@proactis. comz Sent: Wed 09/08/2017 10:32
To 220rhitAdmin
Ca
Subject Welcome bo ProContract V3 Supplier Support helpdesk
This email is confirmation that you are now registered at our helpdesk,
Registered email: orbitpod@luton.gov.uk
Password: Testing123! /
¥ou can visit the helpdesk to browse articles and contact us at any time: http: Afproactis. kayako.coms’

Thank you for registering!

ProContract V3 Supplier Support

Helpdesk: http://proactis kayako.com/ProContractya
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Raising a ticket on the supplier helpdesk:

Click on the link in the email to open the helpdesk webpage as shown
above
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You can now login and raise a ticket to the helpdesk




Login with your details as shown above and click on Login
Click on Submit a ticket as shown above
The following screen will load
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Click on next
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You will need to complete the fields shown above



Please note (V3) Buying Portal/Buying Organisation will need to be
changed to Luton Borough Council

By using the dropdown arrow you will be able to scroll down and choose
Luton Borough Council

Scroll down the page and you can then compose your message to the
helpdesk as shown below
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You can specify multiple e-mail addressess seperated by a single space or comma, as custom recipients. The
recipients will receive ticket updates.
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You can include email addresses in the CC box for recipients to receive
updates on your ticket

Attach any files by clicking on Add file

Click on submit as shown above once all the details have been
completed

The ticket has now been raised with the supplier support helpdesk

To check on ticket updates:

Log in to your account
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Click on My tickets as shown above

The following screen will load
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From this page all your tickets will be displayed and you will be able to
see the responses

Click on Logout as shown above once you have finished in the system



