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What is the Create Notice Wizard?
The create notice wizard is a facility to allow you to complete and publish notices for the OJEU and for publishing lower value
notices on this website. A full range of notice types are available including tender notices, prior information notices and contract
award notices.

When would I use the Create Notice Wizard?
You should use the create notice wizard for all your tender notice publication requirements. If you are looking to purchase
supplies, services or works for your organisation or wish to post prior information or notification of the award of a contract then
this can be advertised using the create notice wizard.
For requirements falling above the EU threshold you can create an ‘OJEU’ Notice and for any lower value requirements you can
create a ‘site’ notice to make sure that you give the requirement an adequate level of advertising. The wizard will guide you
logically through each stage of notice creation so you can be assured that your tender notice has been completed correctly.

Important Points to Note:
If you are posting a notice to the OJEU then you can reduce your timescales by 7 days by submitting your notice through this
site. Similarly if you attach documents online you can reduce timescales in the open procedure by a further 5 days.

How do I use the Create Notice Wizard?

Registration and Access Levels
To use the wizard you must first of all click on register as a purchaser for your authority and wait until the appropriate access levels are allocated by the
controller at your organisation. To register click on the Register Here link from the home page and input the authority you would like to join.

Select Notice Type
To create a notice for publication in the EU Journal, select OJEU Notice and enter your document working title. To create a notice for publication on this
website select Site Notice and enter your document working title.  You will then be prompted to select the notice type, procedure type and type of
purchase before being presented with a series of questions for completion.  The screens online will describe what each notice type means and when it
should be used.

Completing the Notice
To complete the notice you must enter details for each question posed in the wizard, following the on-screen instructions.  To move through the
questions, saving the answers as you go, use the Next key.  Various pieces of information must be provided, including specific information on the
purchase which is taking place.  The OJEU notice is based on the EU standard templates and the site option is a shorter, simplified notice.

Notice Options
Nearing the end of the wizard you will be presented with the following notice options designed to assist you with your workload:

§ Additional Documents - for attaching PQQs and RFTs etc.
§ Noted Interest - stores a record of suppliers who have downloaded your notice and allows you to communicate with them online through your

workspace.
§ Questions & Answers - respond only once to clarifications online.
§ Tender Postbox - receive supplier submissions securely online.

Notice Creation Completed
At the end of the wizard you have the option to Preview or if preferred Print the notice to check how it will be displayed when published.  You can also
choose to Edit the notice or if you are satisfied that all the fields have been completed correctly you can Publish it.

Edit
If you need to make further changes to the notice you can select to return to your Notice Workspace and publish your notice later.  Clicking on Edit will
bring you back to the list of questions in the notice creation wizard and you can use the Jump To menu and Save options for quick and easy editing.

Publish
You must ensure that you select to Publish the notice for it to appear on this website or in the EU Journal.  You can publish either directly from your
notice workspace or from the page Notice Creation Completed.  When you click on publish you will have the chance to preview and check the notice to
make sure all the details are correct before finally submitting it.  The notice status will read as Queued while it is checked and verified by support staff.

Hints and Tips - It is a good idea when creating the notice to look out for the following:

Title and Description: These should be informative enough for suppliers that they can easily determine whether the notice is applicable to them.

Commodity Coding: You should select as many codes that may apply to your purchase. These codes are used to match suppliers and notices using the
alert service and are also there to make the searches easier for suppliers on this site. The more thorough you are in your coding selection, the more likely
that your notice will reach the correct suppliers. If in doubt, more codes means reaching more suppliers.


