	                                           Dynamic Purchasing System - Supplier Journey Overview


	    Stage
	Information
	Support available for Suppliers


	Register on Bravo 
	https://dwp.bravosolution.co.uk/web/login.shtml
	










Bravo 
Freephone helpdesk 0800 368 4850 available Mon – Fri 8am to 6pm
Helpdesk via email: help@bravosolution.co.uk

	Supplier expresses interest in DPS 
	
PQQ:28744 – Dynamic Purchasing System National 
	

	Supplier completes PQQ Qualification Envelope and upload relevant attachments. To include electronically signed DPS agreement, Submit PQQ on Bravo.

	


102 questions and upload documents as appropriate
	

	Time frame to be accredited by Commercial Directorate 
	Standard is to clear within 10 days. 
	

	Accreditation on Bravo and the Basware system relies on all suppliers having a DUNS (Data Universal Numbering System) are issued free of charge and can be obtained by the following link
	http://www.dnb.co.uk/dandb-duns-number

DUNS is required for Accreditation to be completed as well as for successful Basware registration. DUNS numbers can be applied for at any stage, apply early to avoid delays later in the process. 
	

	
If pass accreditation
Letter is issued through Bravo. 

	

	

	
Supplier invited to access Basware Portal for FSF opportunity

	

Guide on registering with Basware (stored on Bravo)


	









Any question regarding the technical aspects of the registration process on Basware you can contact: 
support@procserve.co.uk

	Making an offer Supplier downloads Supplier Service factsheet to complete from Bravo live opportunity DPS National PQQ 28744
Guidance for completion is in Annex 2 in the Instruction to Potential suppliers
	



        


[bookmark: _MON_1536137155][bookmark: _MON_1536136964]                            
	

	
	Complete offer sheets off line & save
	

	Log in Basware
	
	

	
Upload templates for all offers to the Basware portal via the media files button

	

	

	For each offer
	Create name and short description
	

	Click on service category relevant to this item

	

	

	Tick filter boxes for relevant geographical areas, client engagement type, number of clients, lead in time. 

Insert Unit Price

	

Supplier to decide and tick relevant boxes 
	

	Add appropriate supplier service offer factsheet uploaded documents

	
Completed Supplier Service Offer factsheets
	

	Once saved
	A success message will be displayed 
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V3.0 


 


 
 
Name 
Address 
Address 
Address 
Post Code 
 
Dear Name 
 
Dynamic Purchasing System for the Provision of Work Focused Activities 
national 
 
Reference: UI_DWP_101968/ xx 
 
Thank you for your recent application to join in the Dynamic Purchasing System for the 
Provision of Work Focused Activities national. 
 
I am pleased to confirm your application has been successful and I enclose your 
company’s Dynamic Purchasing System Agreement signed for and on behalf of the 
Department for Work and Pensions. 
 
The next stage in the process is your access to the Basware Network for the UK Public 
Sector which is where you will upload your Supplier Service Offer Factsheet(s) and 
supporting information. 
 
[Note to CD – Choose either option 1 or option 2 below whichever is appropriate 
and delete the other.  
 
Option 1 - For Suppliers who are not already registered on the Basware Network 
for the UK Public Sector: 
Since your organisation is not registered with the Basware Network for the UK Public 
Sector it will first be necessary to complete the registration process.  For information on 
how to do this please see the document titled Stage 2 FSF Supplier Guide for 
Basware Registration in the “Basware Registration Information” folder in the 
attachments area of the PQQ on Bravo.   
 
Option 2 - For Suppliers who are registered on the Basware Network for the UK 
Public Sector: 
We can confirm that your organisation is already registered within the Basware Network 
for the UK Public Sector. The default contact name and email address that was 
provided during this registration process was <insert Default Name> and <insert 
Default email Address> [CD to insert information]. 
 
A User account for the Basware Network would have been sent to this email address. 
If the User Account details cannot be found or are no longer valid, you can request a 
new User Account from Basware. Please send an email to support@procserve.com 
with the following information: - 


  
Commercial Directorate 
Team 
 
Address: Caxton House 
 Tothill Street 
 London 
 SW1H 9NA 
 
Date: 00/00/2016  



mailto:support@procserve.com
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Subject Heading: 
New User Account for <insert your Supplier Name> with DUNS Number of <insert your 
9 digit DUNS Number> 
Text: 
Dear Support 
 
Our organisation has been asked by DWP to support the Dynamic Purchasing System 
for the Provision of Work Focused Activities via the Basware Network. We have been 
informed that our organisation is already registered but we do not have user access. 
Could a new user account please be set up based on the information provided below: - 
Name = <insert your first and last name> 
Phone = <insert a contact number> 
Email = <insert the email address to be associated with the user> 
 
Thank You 
 
The Basware Support Team will then log and action your request and confirm back to 
you when the user account has been created. 
 
Once your User Account has successfully been updated on Basware please let us 


know.  


   


Details and screen shots to help you with the registration process have been uploaded 


into the “Attachments” area of the PQQ on Bravo. 


 


Please ensure that any emails received from procserve.com are added as an 
approved email account to your whitelist so that it’s not marked as spam/junk. 
 


Once you have successfully completed the Stage 2 registration process you will be 


able to complete and upload your Supplier Service Offer Factsheet(s), Stage 3, in line 


with the Employability Journey and supporting narratives, detailing the provision you 


wish to offer, onto Basware. 


    


Yours sincerely, 
 
 


 
 
 
Tim Andrews 
FSF Category Manager 
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Stage 2 
 


 
FSF Supplier Guide for 
Basware Registration  


 
 
This guide is intended to be used by suppliers who have been accredited to join the 
UI_DWP_101968 (EU Ref: 2016/S 113-201633) Dynamic Purchasing System for 
the Provision of Work Focused Activities in England, Scotland and Wales let by 
Department of Work and Pensions. 
 
Should you have any queries regarding these instructions please send an email 
to: CDFSF.ADHOCPROCUREMENT@DWP.GSI.GOV.UK  
 
Before completing this stage you should have passed Bravo Accreditation and 
received notification from DWP explaining what action by you isnow required  
 
There are three main scenarios which will apply to suppliers regarding 
registration on the Basware Network: 
 
1. Supplier not previously registered on Basware. These suppliers will receive 


emails asking them to register and add Supplier Service Offer Factsheet(s). 
These suppliers will need to complete this registration process (Stage 2) first 
before they can upload Supplier Service Offer Factsheets(s) (Stage 3). 


 
2. Supplier has a Basware account and the Basware User and Bravo supplier 


contact details match. These suppliers will be added to the FSF Contract and 
receive an email asking them to upload Supplier Service Offer Factsheet(s) to 
the Basware system – please see Stage 3 FSF DPS Supplier Service Offer 
Factsheet Guidance 
 


3. Supplier has an account on Basware but the Basware User account is not 
held by the same person identified on the Bravo PQQ response as the 
supplier contact. Please complete the action outlined in your DPS 
Accreditation Letter before moving onto Stage 3 of the process (Supplier 
Service Offer Factsheet Upload). 


 
 
 


 



mailto:CDFSF.ADHOCPROCUREMENT@DWP.GSI.GOV.UK
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FSF Supplier Guide for Basware Registration  


Following accreditation, Suppliers who were not previously registered on Basware will receive the 
following email in regards to registration.  
 
Email to be sent to supplier from Basware to request supplier registration 


• Password converted to ****** 
• You can log in and out to the registration screen as many times as you require but once 


registration is completed, you will no longer have access to the registration site but can manage 
your account on the Basware Network Supplier Portal. 


• Please ensure that this email address: support@procserve.com s is added to your whitelist as an 
approved email account so that it’s not marked as spam. 


From: Supplier Portal [mailto:support@procserve.com]  
Sent: 20 July 2016 12:00 
To: Joe Bloggs <cdfsf.adhocprocurement@dwp.gsi.gov.uk>  
Subject: Department for Work and Pensions would like you to register for electronic trading via the Basware 
Network for the UK Public Sector 
 
PLEASE DO NOT REPLY TO THIS EMAIL. THIS EMAIL ADDRESS IS NOT MONITORED 
 
Department for Work and Pensions is using the Basware Network for the UK Public Sector as part of its 
procurement strategy and would like Flexible Support Fund Dummy Supplier to join the Basware Network to 
receive electronic purchase orders, send electronic invoices and also, where required, provide electronic 
catalogues. 
 
As a first step in this process, Flexible Support Fund Dummy Supplier may start receiving purchase orders from 
Department for Work and Pensions as PDF documents which will be sent to 
cdfsf.adhocprocurement@dwp.gsi.gov.uk but it is recommended that Flexible Support Fund Dummy Supplier 
completes the full registration process to gain an enhanced account, allowing the provision of electronic 
catalogues, manage received purchase orders, and send einvoices for Department for Work and Pensions and 
many other buying organisations that use the Basware Network. 
 
Flexible Support Fund Dummy Supplier can register here 
https://registration.procserveonline.com/SignInSupplier.aspx which will open the self-service registration site. 
Access is granted via the username and password below: 
 
Username: cdfsf.adhocprocurement@dwp.gsi.gov.uk 
Password: ********** 
 
If you have any questions about why Flexible Support Fund Dummy Supplier has been asked to register, please 
liaise with your usual contacts at Department for Work and Pensions. 
 
If you have questions regarding the technical aspects of the registration process, please contact 
support@procserve.com.  
 
To find out more about the benefits of being a fully registered supplier on the Basware Network visit 
http://suppliers.basware.co.uk  
 
Regards 
 
Basware Holdings Limited 
 
This e-mail has been sent from the Basware Network for the UK Public Sector maintained by Basware Holdings 
Limited, a company registered in England and Wales under company number 05732676 and whose registered 
office is at 90 Fetter Lane, London, EC4A 1EQ 
 
 
 



mailto:support@procserve.com

https://registration.procserveonline.com/SignInSupplier.aspx

mailto:support@procserve.com
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Email received when supplier has completed registration and is added to the FSF Contract 
• This is the email received when the supplier is added to the FSF contract 
• Note the slightly different email address but the same email domain –Supplier should check spam 


settings to  ensure the email is not blocked as spam 
• Supplier MUST complete Basware Registration before Supplier Service Offer Factsheets can be 


uploaded (Stage 3)  
If Supplier is already registered on Basware and the User account matches Bravo PQQ contact details 
then Supplier will receive the below email. Suppliers should follow Stage 3 Supplier Service Offer 
Factsheet Upload Guidance  


From: no-reply@procserve.com [mailto:no-reply@procserve.com]  
Sent: 19 July 2016 12:00 
To: Joe Bloggs <cdfsf.adhocprocurement@dwp.gsi.gov.uk> 
Subject: Flexible Support Fund Dummy Supplier added to contract 'Dynamic Purchasing System 
for the Provision of Work Focused Activities in England, Scotland and Wales' by Department for 
Work and Pensions 
 
Dear Supplier, 
 
Your organisation Flexible Support Fund Dummy Supplier has been added to the contract 'Dynamic 
Purchasing System for the Provision of Work Focused Activities in England, Scotland and Wales' 
by Department for Work and Pensions. 
 
You must be registered with the Basware Network to create content for the contract.  If you have 
not yet registered with the Basware Network, please do so to create your contract items and have 
an opportunity to sell goods and services to Department for Work and Pensions under the contract 
'Dynamic Purchasing System for the Provision of Work Focused Activities in England, Scotland and 
Wales'. 
 
If you have not yet received a registration email, please check your junk email for the invitation. 
 
Once you complete registration you can login and create contract items in Basware Product 
Manager. 
 
Regards, 
 
Basware Holdings Limited 
 
Please do not reply to this email as this is a system generated email. If you require further 
assistance, please email support@procserve.com This email is from Basware Holdings Limited.  
Basware Holdings Limited is a limited company registered in England and Wales with registration 
number 05732676. Registered office: 90 Fetter Lane, London, England, EC4A 1EQ. 
  







4 
 


Supplier Registration Home Page 
Supplier should use the details emailed from Basware to complete the following  
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Supplier Registration Introduction Page 


 
 


 
 


 
 


• For FSF DPS registration, please click the Basware Network button 
 


• If you also wish to complete LVP registration, then click the LVP Registration button and 
follow guidance found at 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/252676/s
upplier-e2e-guidance.pdf 


 
 
 



https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/252676/supplier-e2e-guidance.pdf

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/252676/supplier-e2e-guidance.pdf
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Supplier Registration DUNS Number Page 


• This page is used to confirm DUNS number is correct 
• Supplier can optionally add their own internal account code for DWP and also the 


account code DWP stores for them but it’s not mandatory 
• All pages in the registration solution, clicking the Next or Previous button will save the 


data that has been added. Clicking on the Show Any Errors button will validate what has 
been entered by the supplier and highlight if any mandatory data is missing 


• Also note that all * fields are mandatory 
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Supplier Registration Organisation Page 
• This page is used to add the supplier address and also specify if they are an SME or 


Charity 
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Supplier Registration Contact Details Page 
• This page is used add contact details and is prepopulated from what was included in the 


invitation 
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Supplier Registration Legal & Tax Page 


• This page is used to store the company registration number and registered address 
(assuming the supplier is registered with Companies House) and also the VAT 
registration number. If a supplier is not registered or VAT registered they can use the 
drop downs to indicate this and will not be asked to provide the registration details 
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Supplier Registration Bank Details 
• Bank account details are not mandatory for FSF registration. You may complete this 


information only if you wish to.  
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Supplier Registration Services & Products Page 


• For the FSF DPS please click on Learning & Development  and then Career 
Development Services 


• When a service category turns blue it can be added to the right hand window pane by 
clicking on it. A supplier must select at least one blue category 
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Supplier Registration Locations 


• This is the page where you can inform the Basware Network of the locations you 
provide. The data entered is not relevant to the DPS FSF solution so we  recommend 
suppliers pick a predefined set of locations (England, Scotland and Wales) but they are 
free to drill into each location if they wish to add more 


•  Locations can be added at root level (United Kingdom) or down to very detailed 
locations 


• For the FSF DPS please only select England Scotland and Wales 
 


 
 







15 
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Supplier Registration Validation 


• This final page and informs you that you will need to accept the Terms and Conditions 
of Use of the Basware Supplier Portal 


• If you have missed any mandatory data then clicking on the I’ve Finished button will 
highlight what is missing 
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Supplier Registration Terms and Conditions 


• This page displays the Basware T&C’s of use. You  can click on Printable Version 
button if you want to downlaod and print a PDF copy 


• If you click on I Accept button then registration is complete and you will receive emails 
confirming this and providing you login details.  


• If you click on I Do Not Accept then the registration is not complete and you  will not 
gain access to the Basware Supplier Portal and will be unable to upload Supplier 
Service Offer Factsheets for DPS. You  can however continue to log into the registration 
system Final page which informs you that you will need to accept the Terms and 
Conditions of Use of the Basware Supplier Portal 
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If you click on I Accept, the following confirmation screen is displayed 
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Email sent to supplier to confirming registration is complete 


• Registration completion will trigger 3 x emails to the supplier. 1 x email will contain your 
username and the URL to log into the Basware Supplier Portal. 1 x email will contain 
your  system generated password which you will need to change when you log in for the 
first time. Both of these emails will come from hubinfo@procserve.com 


• The other email confirms registration is complete and also provides a link to our supplier 
guidance page. This email comes from support@procserve.com 


 
From: hubinfo@procserve.com [mailto:hubinfo@procserve.com]  
Sent: 20 July 2016 14:59 
To: Joe Bloggs <cdfsf.adhocprocurement@dwp.gsi.gov.uk> 
Subject: Welcome to the Basware Network (Part 1) 
 
Dear Joe 
 
Your account has been set up and you can now access the Basware Network at any time 
from your browser. To access your account you will need both a username (included 
below) and your password (which will be sent in a separate email for security reasons). 
Once you have received your password you will be able to log in to the Basware Network 
at: https://buyers.procserveonline.com/otis/login.html?marketplace=zanzibar&locale=en  
 
Your username is: joebloggs@flxb001 
 
Welcome once again, and if you have any questions at any time please contact the 
Supplier Support team on 0845 604 2328 or by email at suppliersupport@procserve.com.  
 
Kind regards,  
The Basware Supplier Team 
 
From: hubinfo@procserve.com [mailto:hubinfo@procserve.com]  
Sent: 20 July 2016 14:59 
To: Joe Bloggs <cdfsf.adhocprocurement@dwp.gsi.gov.uk> 
Subject: Welcome to Basware (Part 2) 
 
Dear Joe 
 
By now you will have received an email with your username. This email contains your 
password. To access your account on the Basware Network you will need both your 
username and password. Your password is below -- please keep it safe. Under the terms 
of your system access and for security reasons, you should not share your log on details 
with any other person. You will be held responsible for any activity on your account if you 
share your details with other users. 
 
Your password is: ******** 
 
If you have any questions at any time please contact our Supplier Support Team at 0845 
604 2328 or by email at suppliersupport@procserve.com. 
 
Kind regards, 
The Basware Supplier Team 
 
 
 



mailto:hubinfo@procserve.com

mailto:support@procserve.com

https://buyers.procserveonline.com/otis/login.html?marketplace=zanzibar&locale=en
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From: Supplier Portal [mailto:support@procserve.com]  
Sent: 20 July 2016 14:59 
To: Joe Bloggs <cdfsf.adhocprocurement@dwp.gsi.gov.uk>  
Subject: Flexible Support Fund Dummy Supplier has completed registration for the 
Basware Network for the UK Public Sector 
  
PLEASE DO NOT REPLY TO THIS EMAIL. THIS EMAIL ADDRESS IS NOT 
MONITORED 
  
Welcome to the Basware Network for the UK Public Sector. 
 
Flexible Support Fund Dummy Supplier now has an enhanced account to support 
electronic trading with Department for Work and Pensions via the Basware Network.  You 
will shortly be receiving two emails with your log on details. 
 
The Basware Network is used by many buying organisations in both the Public and 
Private Sector and Flexible Support Fund Dummy Supplier can now be seen as an 
enhanced supplier. 
Now that you've registered, you'll want to know what you can do with your account.   
Buyers such as Department for Work and Pensions are currently able to send you non-
catalogue purchase orders but there's a lot more you can do with your customers on the 
Basware Network.  
The site http://suppliers.basware.co.uk will provide you with information and guides 
covering: - 
 
How to get started 
How to get the most out of your account (including how you can promote your 
organisation to other buyers) 
How to transact e.g. send raise and send invoices 
How you can integrate to your existing finance systems 
How to provide content 
 
In the meantime, if you have any technical questions about the Basware Network please 
contact our Support Team via support@procserve.com.  
 
Regards 
 
Basware Holdings Limited 
 
This e-mail has been sent from the Basware Network for the UK Public Sector maintained 
by Basware Holdings Limited, a company registered in England and Wales under 
company number 05732676 and whose registered office is at 90 Fetter Lane, London, 
EC4A 1EQ 
 
Once registration is complete Supplier can move to Stage 3 Supplier Service Offer Factsheet 
Upload Guidance  


 



http://suppliers.basware.co.uk/
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The Factsheet must be converted into PDF prior to uploading on the Basware
portal .
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SUPPLIER SERVICE OFFER FACTSHEET



		Provide a detailed description of the intervention/course/provision in the space provided – starting on the next page. This must be no more than 2 pages of A4, in  Arial Font 12  and must include the following as a minimum:



1. Content of provision and how it would be delivered;



2. Details and evidence of how your provision will ensure that the claimant will: move closer to work/ move into work or remain in work (as appropriate);



3. Your performance offer i.e. what will the outcomes (e.g. % job outcomes and outputs (e.g. Action Plans) be, together with your supporting rationale;



4. How you will manage the performance of the provision to ensure outcomes and / or outputs are achieved
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Stage 3 
 


Supplier Service Offer Factsheet 
Upload Guide  


 
 


This guide is intended to be used by suppliers who have been accredited to join the 
UI_DWP_101968 (EU Ref: 2016/S 113-201633) Dynamic Purchasing System for 
the Provision of Work Focused Activities in England, Scotland and Wales let by 
Department of Work and Pensions. 
 
Should you have any queries regarding these instructions please send an 
email to: CDFSF.ADHOCPROCUREMENT@DWP.GSI.GOV.UK  
 
Before you can start to add your Supplier Service Offer Factsheet(s) you will 
need to ensure you have completed the following activities: - 
 
• Completed Bravo Accreditation (see Instructions to Potential Suppliers) 


and received notification via Bravo from DWP; and 
 
• Completed registration for the Basware Network for the UK Public Sector 


(See Stage 2 FSF Supplier Guide for Basware Registration in the 
attachments area of the PQQ); and 


 
• Have logged into the Basware Network for the UK Public Sector following 


on from successful registration (guidance on how to login can be found in 
the Basware Supplier User Guide located at http://www.procserve.com/wp-
content/uploads/2013/10/Supplier-User-Manual-Release-4.11.pdf).  


 
• It is also recommending that you review the site 


http://suppliers.basware.co.uk/ for more information about managing your 
supplier account. 


 
If you have not completed the above please refer to the guidance for that 
stage. 
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Before you begin 
 
• Download the Supplier Service Offer Factsheet template from the attachments 


area of the PQQ on Bravo.  
 
• Before logging on to the Basware Network you must have already completed and 


converted to PDF any Supplier Service Offer Factsheet(s) that you wish to 
upload. (see Step 1 below)  


 
• Please note that you will need to publish a unique Supplier Service Offer 


Factsheet document for every top level service category you support. Sub level 
categories e.g. “4.1: Literacy / numeracy / ESOL”, “4.2: Health & disability issues, 
including mental health” can share the same service offering if suitable.  


 
Step 1 – Supplier Service Offer Factsheet Naming convention:  
 
All published Supplier Service Offer Factsheet(s) should be saved as PDF files with 
the following naming convention “<first 6 characters of the supplier name>_<top level 
service category number>_<date of publication in the format of ddmmyyyy>.  
 
For example, a supplier called “Flexible Support Fund Dummy Supplier” wishing to 
publish a Supplier Service Offer Factsheet offer for the service category “2: Moving 
towards work” on the 29 July 2016 would save the PDF file as 
“FLEXIB_2_29072016.pdf”. 
 
A full list of top level service category numbers can be found at Annex 1  
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Step 2 – Logging in to Basware 
Browse to https://buyers.procserveonline.com/otis/login.html to go the login page for 
the Basware Network and enter your username and password. 


 


Click the  button to gain access.  
If you have any technical issues with gaining access to the system, please email 
details of the problem to support@procserve.com and include your supplier DUNS 
number in the email so that the support team know which supplier account you are 
assigned to. 
 
Once you have logged in, the following page will be displayed. 


 
 



https://buyers.procserveonline.com/otis/login.html
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Step 3 - Uploading your Supplier Service Offer Factsheets to the Basware 
network. (These are called PDF Media Files in Basware) 


Click on the  option to start uploading your Supplier Service Offer 
Factsheet(s) PDF documents. 
 
The Product Manager page will now be displayed. 


 
 
To start uploading your Supplier Service Offer Factsheet(s) (PDF documents), you 
can either select the Media option from the dark blue menu bar: - 


 or you can click on the green 
circle under the Media icon (the numeric value in the green circle indicates how 
many files you have uploaded and will be 0 by default): - 
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From the Media page, click on the  button. 


 
 


 
On the Upload Page, you can either drag the PDF files from the location on your 


computer or click on the  button. 


 
 
 
 
 
 







  
 


 Page 6 of 25    
 


If using the Add Files option, select all files that are relevant and click on the Open 
button. 


 
 
 


The files will be displayed within the Media page with a status of Completed. 
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Clicking on the  option will display the Media Homepage listing the PDF 
documents loaded. 


 
 
Revising and Deleting Supplier Service Offer Factsheets 


The  icon allows you to edit the document uploaded e.g. provide a revised 


version and the  icon allows you to delete a document uploaded in error. 
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Clicking on the  icon from the dark blue menu bar will return you to the Product 
Manager Home Page 


 
 
The Media section will now display the number of PDF documents you have 
uploaded. 
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Step 4  Creating your Service Offers  
To start creating your items you can either select the Items option from the dark blue 
menu bar: - 


 or you can click on the green 
circle under the Items icon (the numeric value in the green circle indicates how many 
items you have created and will be 0 by default): - 


 
 


Click on the  button to start adding a new item. 
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When the Create Item screen is displayed, click on the drop down option associated 
with the field called Item Type and select the option Contract Item. 
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The screen will update and you should see the text 1 available to the right of the text 


Contract* and also see a  button. If either of these are not displayed it would 
indicate that your Supplier Account has not been linked to the Dynamic Purchasing 
System for the Provision of Work Focused Activities in England, Scotland and Wales 
contract and should contact DWP via 
CDFSF.ADHOCPROCUREMENT@DWP.GSI.GOV.UK  
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Click on the  button and details of the FSF DPS contract linked to your 
Supplier Account will be displayed. 


 
 


Click on the  button to confirm you wish to add an Item to this contract. 
The Contract field will now be populated and you are ready to add Items that are 
unique to this Contract. 


 
 
Please note that all fields marked with a * are classified as mandatory and must be 
populated before the Item can be saved. 
 
The next field to add is the Availability option which has two pre-set values: - 


1. Item is available – you can provide the service 
2. Item is not available – you cannot provide the service at this point in time. 


It is recommended that only available services are added. 


 
 
A Supplier Item ID is then required for the Item. This is a unique value per item and 
is the equivalent of an Item Code / SKU Code. If these are not known, it is 
recommended that you add a naming convention based on your abbreviated supplier 
name and numbers e.g. FLEX001 for the first item being added for a supplier called 
Flexible Support Fund Dummy Supplier 
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An Item Name is required which provides a very simple summary of the item being 
added. 


 
 
An Item Description is then required. This should not contain all of the text you have 
provided in the Supplier Service Offer Factsheet Offer template document but should 
include a summary description of the item. 


 
 
An optional Keyword field is then available to be populated. Key words are usually 
required for commodity based items and will not be relevant for the items being 
created for this contact. This field can therefore be left blank. 


 
 
The Service Category relevant to this item now needs to be selected from the scroll 
box options. See Annex 1 for a full list of the Service Categories 


 
 
Please note that this list contains two levels of category – level 1 e.g. “4. Supporting 
hardest to help in to work” and level 2 “4.1 Literacy / numeracy / ESOL”. 
It is only possible to add an item with one Level 1 category e.g. an item cannot be 
linked to both “1. Engagement” and “2. Moving towards work” but it is possible to 
select multiple Level 2 categories by holding down the Shift key and clicking on all 
relevant Level 2 categories. 
Once a single Level 1 category or multiple Level 2 categories have been selected 
that will be highlighted with a blue bar. 
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The Claimant Groups relevant to this item now need to be selected form the scroll 
box options. 


 
It is possible to select multiple Claimant Groups by holding down the Shift Key and 
clicking on the relevant entries in the list. 
 
It is critical to understand which Locations the item can be provided in. This is linked 
to DWP Job Centres. 


Click on the  icon to the right of the Location empty box. 
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The Locations selection screen will now be displayed. 


 
 
This will allow you to add locations by Group or District or down to Job Centre level. 
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To add locations via Group, click on the box to the right of the Group name and all 
relevant Job Centres will be displayed in the top section of the screen. 


 
 
If you would prefer to add locations at District Level, you can click on the box to the 
left of the District name and all relevant job centres will be added. 
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Alternatively, Job Centres can be selectively added by clicking the Group Name, the 
District Name and then adding each Job Centre individually. 


 
 
If Job Centres are added in error, they can be removed by clicking on the Tick. 


The  button can be used to remove all selections and to start again. 


Once all Job Centre locations have been added, click on the  button. 
 
The selected Job Centres will now be displayed in the Locations box and can be 


edited at any time by clicking on the  icon. 


 
 
Once locations have been added, the engagement type needs to be selected from 
the drop down list offering One-to-One or Group / Course / Workshop. 
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The next field ask you to provide the minimum number of claimants for you to make 
any potential contract viable by selecting from the list values. 


 
 
The field called Maximum group size per course is used to harvest the maximum 
number of people in each group. A whole numeric value (no decimals) should be 
entered into this field. 


 
 
The Lead Time field is used to define the time between the first service order and the 
first provision being delivered. Only one value from the drop down list can be 
selected. 
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The Unit price field provides suppliers with options to set pricing based on the 
number of participants. It is mandatory for at least one of these fields to be populated 
but they do not all need to contain a value. 
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The final step before the Item can be saved is to add the Supplier Service Offer 
Factsheet PDF document previously uploaded against this item. This can be 
achieved via the Linked Media option displayed at the bottom of the screen. 


 


Click on the  icon to add the Supplier Service Offer Factsheet PDF document. 
A list of the PDF documents uploaded will be displayed and the Add Item option will 
have a 0 value displayed. 


 
 
Click on the relevant Supplier Service Offer Factsheet PDF document and the Add 
Item option will display a value of 1. 
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Click on the  button and the Supplier Service Offer Factsheet PDF 
document will be linked to the item added. Only one Supplier Service Offer 
Factsheet per item can be uploaded 
 


 
 
All information for the Item has now been entered and the item can be saved by 


clicking on the  button. 
 
Once saved, a success message will be displayed. 







  
 


 Page 22 of 25    
 


 
 


A  button is provided which can be used to replicate this item. The intention 
of the Copy option is to allow supplier to add multiple items where there may be a 
variance in the Claimant Groups, Categories etc. 
If you wish to add another item, click on the Items option from the dark blue menu. 


 
 


The item you have created will be displayed and you can click on the  
button to start adding a new item. 
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Clicking on the  icon from the dark blue menu bar will return you to the Product 
Manager Home Page 


 
 
The Items section will now display the number of items (Service Offers) you have 
created. 
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Annex 1 – Top Level Service Categories (from the Employability Journey) 
 
The categories available in the system are:- 


1: Engagement 
2: Moving towards work 
3: Support for hardest to help with complex & multiple barriers 
4. Supporting hardest to help in to work 
 4.1: Literacy / numeracy / ESOL 
 4.2: Health & disability issues, including mental health 
 4.3: Drugs / alcohol & substance abuse 
 4.4: Mild learning difficulties 
 4.5: Homelessness 
 4.6: Offending issues 
5. Addressing barriers 
 5.1: Entrenched worklessness 
 5.2: Literacy / numeracy / ESOL 
 5.3: Debt & money management 
 5.4: Caring responsibilities 
6: Skills for work 
 6.1: Administrative/Clerical/Secretarial 
 6.2: Arts and Media 
 6.3: Care 
 6.4: Construction 
 6.5: Customer Service 
 6.6: Engineering  
 6.7: Financial 
 6.8: Hairdressing and Beauty 
 6.9: Health and Safety 
 6.10: Hospitality 
 6.11: IT Media 
 6.12: Logistics and Transport 
 6.13: Manufacturing 
 6.14: Public Services 
 6.15: Retail 
 6.16: Security  
 6.17: Sports and Fitness 
 6.18: Travel and Tourism 
 6.19: Other 
7: Getting jobs 
8: Keeping jobs 
9. Routeway 1: 1, 2 and 3 
10. Routeway 2: 4 and 6 
11. Routeway 3: 5 and 7 
12. Routeway 4: 6 and 7 
13. Routeway 5: 1, 2, 3 and 4 
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