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Topics  

 Introduction and Registration 

 Alert Profile 

 Supplier Finder Profile  
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Public Contracts Scotland? 

Public Contracts Scotland is a free website service provided 
by Scottish Government. 

 Where public sector buyers in Scotland can advertise 
contract notices. 

 

 Dispatch quotation exercises low value/low risk 
opportunities to selected suppliers. 

 

 Public sector Prime Contractors can advertise sub-
contract notices. 
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Public Sector Contracts? 

Where are public sector  
contracts advertised  

in Scotland?  

Public sector contract  
notices are advertised on  

the PCS website at:  

www.publiccontractsscotland.gov.uk 
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http://www.publiccontractsscotland.gov.uk/


Public Contracts Scotland 

Ok I’m on the homepage  
how does the service work? 
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Public Contracts Scotland 

A supplier registers basic  
contact details on the  
website… 

after registration the  
supplier receives an email 
alert… 

clicks on the verification 
link in the email and  
then logs in…  
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Public Contracts Scotland 

At the top right hand corner of the  
homepage click on “Free Registration”. 
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Public Contracts Scotland 

Click on “Register as a  
Supplier”… 
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Public Contracts Scotland 

Complete the supplier 
registration form, read 
the T & C’s and  
complete… 

and then click “Submit”… 
you will receive an email  
alert verification… 

Click on the verification  
email link to verify your 
registration. 

9 



Public Contracts Scotland 

Ok I have completed 
registration. 

What should I do next?  

Login with your email  
address and password. 
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Public Contracts Scotland 

Review the   
“My Profile” options: 
 

“Company Profile”… 
 

“Alert Profile”… 

“Supplier Finder Profile”. 
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Public Contracts Scotland 

 

Let’s review the Company 
Profile.  
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Public Contracts Scotland 

 

You can update  
your Company Profile 
details here… 
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Public Contracts Scotland 

Let’s review the PCS  
“Alert Profile”. 

To receive free contract 
email alert notifications  
relevant to your business  
interests you must 
create an “Alert Profile”. 

Click on “Alert Profile”. 
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Public Contracts Scotland 

Create a Profile by clicking on “start 
creating your profile”. 
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Public Contracts Scotland 

Add one or more Product Categories, relevant  
to your business interests, to your “Alert Profile”. 
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Public Contracts Scotland 

I have added 
a category…should  
I click “Continue”? 

You can add multiple  
Product Categories. 
Once you have  
completed your Product  
Category selection click  
“Continue”… 
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Public Contracts Scotland 

You can filter tender  
Product Category  
email alerts by region… 

For example select “All  
Scotland” to receive  
Product Category  
tender alerts  
for all regions or 
select specific region(s) 
of interest to you.  
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Public Contracts Scotland 

Once you have  
selected your 
Geographic  
Location(s) click  
“Save”. 
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Public Contracts Scotland 

Click on the tab  
SUPPLIERS to access 
the Supplier  
Control Panel. 

Then click on the  
Supplier Finder  
Profile menu option. 
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Public Contracts Scotland 

What is Supplier Finder? 
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Public Contracts Scotland 

Supplier Finder is the  
Supplier sourcing  
directory for the  
Scottish Public Sector. 

Suppliers can provide 
detailed information on  
Goods, Works or  
Services. 

22 



Public Contracts Scotland 

How does Supplier  
Finder work? 

To be included in  
the buyer sourcing  
directory complete the  
Supplier Finder form 
and (optionally)  
upload your logo/ 
website address. 
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Public Contracts Scotland 

If you want to provide 
Goods, Works or  
Services to the Highland 
and Moray region,  
select Highland and  
Moray.  Select  
every region if you want  
to do business in every  
region of Scotland. 
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Public Contracts Scotland 

Complete “Company 
Description”. 

Enter keywords which 
describe the products  
or services you provide. 
Buyers can search on  
keywords. 

Add “Company Logo”. 
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Public Contracts Scotland 

An SME (Small and  
Medium Sized Enterprise) 
is an organisation with  
less than 250 employees. 

Complete the form,  
review and click “Save”. 
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Public Contracts Scotland 

You can edit and save  
your profile at any time 
however it will only be 
visible to buyers once you 
make your profile “Public”. 
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Public Contracts Scotland 

Buyers can now easily find your company via the Supplier Finder 
search tool.  The keywords you have provided are searchable. 
The service improves your chances of receiving a direct  
invitation to quote from Buyers using “Quick Quote” for low value  
low risk opportunities. 
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Public Contracts Scotland 

Where can I find help? 

Click on the  
“Contact Us” menu 
option to access 
the Helpdesk details. 
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Public Contracts Scotland 
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Question and Answer Facility  



Public Contracts Scotland 

When the buyer has switched on the Question 
and Answer facility, procurement queries can 
be sent to the buyer using the Q & A 
functionality. 
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 Notices   

 EU countries publish Official Journal of the European Union (OJEU) 
notices on www.ted.europa.eu 

 Contracting authorities in Scotland, such as The Moray Council, publish 
Official Journal of the European Union (OJEU) notices on both 
www.ted.europa.eu and on the national portal 
www.publiccontractscotland.gov.uk 

 Contracting authorities publish low value notices below the EU Threshold 
(Sub-threshold notices) on www.publiccontractsscotland.gov.uk 

 Contracting authorities in Scotland may use the 
www.publiccontractsscotland.gov.uk functionality “Quick Quote” to 
dispatch low value/low risk opportunities to selected suppliers. 

32 

http://www.ted.europa.eu/
http://www.ted.europa.eu/
http://www.publiccontractscotland.gov.uk/
http://www.publiccontractsscotland.gov.uk/
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EU Procurement Thresholds 
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http://www.publiccontractsscotland.gov.uk/Guides/Guide_D
ownload.aspx?id=2101 
 

 
 

There are directives which set out detailed procedures for 
the award of contracts whose value equals or exceeds 
specific thresholds.  
 
Details of the thresholds, applying from 1st January 2016 
can be found on the Public Contracts Scotland website. 

http://www.publiccontractsscotland.gov.uk/Guides/Guide_Download.aspx?id=2101
http://www.publiccontractsscotland.gov.uk/Guides/Guide_Download.aspx?id=2101


Public Contracts Scotland 

Next steps: 

 Register on Public Contracts Scotland 

 Complete a contract notice email Alert Profile 

 Consider the option of completing a Supplier 
Finder Profile   
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Thank you!   
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