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Operator Guide to the Due North eAuction Portal
Accessing the eAuction site 
When an eAuction is published, all eligible operators will receive an email alert to say that they have been invited to participate in an eAuction.  An example of an email is below:- 

‘Leicestershire County Council’ would like to invite you to take part in a reverse eAuction, please see the details below. Click on the link provided to accept or decline your invitation to the eAuction.’ 
Title: Phase 1 – School bus contracts – summer 2012
Information: 10 contracts to be eAuctioned
eAuction Start: 01/07/2012 10:00:00
Click the link below to open the eAuction page. 
http://dev002.due-north.com/development/esource/AUCTION-?editDocument&login 

(Please note that name, links and other information are for demonstration purposes only) 
Operators will also be able to access the eAuction Portal homepage by clicking on the link below; 
http://uat2.due-north.com/eastmidlands/supplier.nsf/frm_home?openform
Click on the green “Login” icon in the top right section of the screen.
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Whether operators access the site via the link in the invitation email or directly using the eAuction Portal homepage web address, they will be taken to the login screen, shown below.  A username and password must be entered to access the portal account. 
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The page will then appear as below, with “My Opportunities” showing in the “Opportunities” section on the right. 
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Note: Operators using the site for first time will instead read “Continue Registration”.  Follow this link and operators will be asked to change their password. When this has been set, they will be able to move onto the opportunities portal page as shown below. 
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From the drop down list choose “Leicestershire” and click on the green button to the right to view all the activity. 

This will then display all the contracts that the operator may be involved with, in this case there is one contract, called “School Transport 1”. Click on the “Contract ID” to view further information. 

[image: image6.png]Trai

g Opportun

Contract Title ContractID  Received Date
School Transport 1 ESC 23/09/2010 i)





Then the eAuction will show in a tab as below.  If the wrong tab is highlighted, click on it to bring it to the front. 
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To view the information, click on the title shown in blue.  This will then display the eAuction details. This is an eAuction that is being viewed for the first time, when it starts, the buttons and screens change. 
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Accepting an eAuction 
Before an eAuction, operators must accept it to confirm that you are taking part. It must be accepted before the eAuction starts.  
Important Note: There is no penalty to accept the eAuction and then not participate in the live event.  Therefore, operators are advised to accept all eAuction invites and then choose whether to participate or not.
To accept the eAuction, click on “Accept” in the options at the bottom of the page.  This will then open the “Acceptance Confirmation” page where operators can continue by clicking ‘OK’ or to abort click ‘Cancel’. 
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Rejecting an eAuction 
Operators who do not want to take part in the eAuction can reject this using the “reject” button in the options.
The eAuction Summary Page 
An example of the eAuction summary page is shown below. Here all of the details required for the eAuction can be viewed. 
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eAuction Details 

· Auction Start Date: The start date of the eAuction 

· Auction start Time: The start time of the eAuction 

· Auction End Date: The end date of the eAuction 

· Auction End Time: The end time of the eAuction (without extensions) 

· No. Of Extensions: Unlimited
· Extension Threshold: The period within which further activity will trigger an eAuction extension – Usually 3 minutes
· Extension Period: The period by which the eAuction will extend if there is a bid within the extension threshold – Usually 3 minutes
· Transformational Bidding: Not applicable
· Bid Variation Warning: A warning will be displayed if a bid is reduced by more than 50% 

· Allow Bid Retraction: Bid Retractions will not be allowed. 

· Bidding mode: Bids can be made as long as you improve on your own bid by the minimum decrement of £1.00.
· Bidder Feedback: This is what each bidder will be able to see during the eAuction and this is dictated by the procuring organisation, however there are the following options 
· Relative Position: Each bidder’s relative position in the eAuction 
· Best Bid (Yes/No): Bidders with the lowest bid will see “Yes”.  Otherwise they will see “No” 
· Value of lowest bid: The value of the current lowest bid in the auction. 

Contracts 
This section shows the Contracts that you are bidding on during this eAuction. 

· Contract Number: The number that is allocated to the Contract 

· Description: The description of the Contract, this will be the Contract title 

· Price Weighting: 100% weighting will be assigned to the price.
· Minimum Decrement: The minimum amount that an operator will be able to reduce their bid by during the eAuction – Usually £1.00.
· Starting bid Value: The starting bid for the lot in the eAuction – Usually £250.00 
· Quality Score: Not applicable.
eAuction Acceptance 
This shows each operator their current status within the eAuction, depending on the option that they have chosen on the eAuction summary page. This can be changed up until the eAuction start date and time. 

· No Response: The operator has not yet made any response to the invitation 

· Accepted: The operator has accepted the eAuction invitation 

· Rejected: The operator has rejected the eAuction invitation 
eAuction Timer 
In the top right hand corner of the screen, there will be a countdown timer showing how long is left until the start of the eAuction prior to it commencing. 

Then once the eAuction starts the counter will countdown to the end of the eAuction.  When the time is counting down it will appear as below; 
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When the timer is orange, as shown below, this means that the eAuction is within the extension threshold. The eAuction will extend by the period specified, typically 3 minutes. 
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When there is only 1 minute to go, the eAuction timer will turn red, as shown below. 
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Placing your Bid 
To place a bid, go to the Options Section at the bottom of the “Auction” page, select Bid to enter the amount in £ .  All bids will be for price per day.
[image: image14.emf]
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Contract Number: The Contract number that has been allocated 

Description: The description/title that has been given to the Contract. 

Bid: An operator’s bid for this Contract (£) 

Bid Info: This is the highest bid that an operator can enter for this Contract. This is the operator’s last bid minus the minimum bid decrement. 
Feedback: Information on the Contract and an operator’s current position in the eAuction. 

When an operator has entered their bid for the Contract(s) that they are interested in, they must then click on “Next”. 
Note: If an operator tries to reduce their price by more than a set percentage, then the system will warn them and ask them to confirm that this is deliberate. This is to prevent a bid being entered that was not intended, by for example missing a zero out. This is usually set to 50% and the operator will get a warning message as shown below in the red text. 
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If an operator has completed their bid successfully, they will be taken back to the eAuction Summary page. This will show them details of their last bid in the Feedback section. 
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Once an operator has acknowledged the eAuction and placed their first bid, the other buttons disappear from the options screen and they are left with Refresh Bid. 
When an operator wants to bid again, they can click on the “Bid” option and repeat the same process as above. 
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Messages 
In the “Auction Summary” section that there is an option for Messages, located on the right hand side of the screen.   Within this section there will be a [image: image19.emf] icon.  Any messages which have been sent or received will appear in this section and can only be seen by the moderator and that operator. 

Message Details: 

· If a message is unread the icon will appear as: [image: image20.emf]
· If a message has been read the Icon will appear as: [image: image21.emf]
Enter the message subject and the message details.  When the details have been populated, click on “Send” to send this to the procurer within the portal. 
[image: image22.emf]
Confirm that you want to send this message

[image: image23.emf]
The message will be sent and visible in the “Messages” area. When a message has been sent, it will appear in the messages section as below 
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Click on the received date to view this, and it will appear as below with the history. 
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If required then this can also be replied to, to send the procurer another message.

The eAuction End 
On the right hand side of the screen on the eAuction Information page the status of the eAuction will show as “Ended”, no more bids will be allowed to be placed and there will be a notice on the right hand side of the screen to indicate that this eAuction is complete as shown below. 
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Operators that have been successful by submitting the lowest prices in the eAuction will be notified separately by a member of the Sustainable Travel Group. 
Sustainable Travel Group - Leicestershire County Council – October 2011
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