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NECTR 
Newham’s Electronic Contract & Tendering 

Resource

Quick start guide for suppliers
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What is NECTR
NECTR, which stands for Newham’s Electronic Contract Tendering Resource, is an integrated eTendering 
solution that allows the council to manage the whole of the tendering process. During eTendering exercises, the 
exchange of all relevant documents is carried out electronically

Why NECTR and eTendering
eTendering will make it easier for the business community to gain access to the council to offer goods, works and 
services. eTendering provides a range of other benefits including:

reduced cost of the tendering process
saving staff time on responding to tenders
reduced overheads on printing, copying, paper, postage, courier services, etc.
automatic notification of relevant tender opportunities as they become available
online access to all current tender information on a self-service basis
A single repository of tenders and contract arrangements with the council

We aim to give you as much information as you need to get started in doing business with and us. We highly 
recommend that you read this guide before you register on NECTR as it takes you through important points to 
achieve a successful registration and to maintain your information

Introduction
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Does your computer system meet Newham’s recommended minimum requirements for eTendering?

If your computer system does not meet these minimum requirements, it is likely that you will experience 
difficulties accessing the eTendering system

Email control - SPAM
Depending on your computer setting some emails from NECTR may end up in your SPAM. Alternatively, you 
may need to make eprocurement@newham.gov.uk a safe email address for your system

Before you start

Minimum Computing Standard 
Required

Notes

Internet Explorer or 
Netscape Navigator 

Version 5.5 or higher
4.7.5 or 4.7.7
Apple Macintosh users will need to upgrade to IE 5.1.

Processor Pentium II 300MHz with 256Mb RAM (minimum)

Main Memory 64 MB (or higher)

Graphic Card 800 x 600 (screen resolution)
32768 colours
4 MB memory (RAM) (or higher)
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The word Bid is used to describe your response to the Invitation to Tender (ITT) and may include 
any documentation and supporting information you are required to return to the council

There are a number of stages in an eTendering process which could include:
Expression of interest – companies are asked to express their interest in tender opportunities being 
advertised by the council. For certain types of tenders, the council may require suppliers to complete a pre-
qualification questionnaire (PQQ) which will be used to determine whether or not that company plays any 
further part in the tender exercise 

Invitation to tender (or bid) – this is where companies are required to submit their proposals for meeting the 
council’s tender specification

Tender closing date – the deadline for submitting the response to the council’s tender invitation

Tender evaluation – the council evaluates tender submissions received against the published criteria

Contract award – the winning tenderer is awarded the contract subject to council and European Rules

Basics: eTendering terminology
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NECTR can be accessed through any web browser. Visit 
http://nectr.newham.gov.uk/supplierselfservice/
A brief resume of the main features is outlined on the homepage

Getting started
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Supplier registration

Note: 
Newham Council has already 
registered some suppliers on NECTR 
that are on the councils Approved List 
of Works contractors or existing 
contractors
These suppliers will be issued 
Username and Passwords so they 
can use NECTR
Suppliers experiencing difficulty 
gaining access to the system should 
contract the System Administrator on 
020 8430 3541 or email 
eprocurement@newham.gov.uk.
Each supplier is responsible for 
ensuring that Usernames and 
Passwords are kept safe

You are able to register on NECTR, and will be able to complete basic supplier information and 
register your interest in supplying specific goods or services to Newham Council

To get involved in eTendering process you need to register. You can register by clicking on the 
icon at the bottom left of the screen

Alternatively, suppliers can use the                        link to search the public Bulletin Board for any 
contract opportunities with the council that they might be interested in
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Self-registration

Once registration details have 
been received, NECTR sends 
an email to the specified email 
address for account activation 
purposes 

The contact named on the 
self-registration page will be 
treated as the primary contact 
for the supplying company 
though suppliers can change 
this information as required

All new accounts must be 
activated before users can 
complete their registration and 
search for contract 
opportunities with the council

Complete the self-registration page making sure that all mandatory fields (    ) are completed

Once the details have been entered click               at the bottom left of the screen
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Activating the account

To activate the account, users should follow instructions in the confirmation email sent to the 
supplier’s email address

Note: Depending on computer setting, emails from NECTR may end up in SPAM or may be 
blocked by firewalls. Suppliers unable to receive emails from NECTR can amend their computer 
settings to make eprocurement@newham.gov.uk a safe email address

Once the account has been activated, the user will get a message advising them their account 
has been successfully authenticated, and providing a link to the supplier log-in page
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Completing basic company information

Login is performed at the supplier log-in page using the Username and Password selected at 
self-registration (see page 8)

On logging onto the system for the first time, suppliers are prompted to set up their company 
profile. The company profile requests basic information about the company and any products or 
services it wishes to offer to the council

The company profile must be completed before a supplier can express an interest in any tender 
opportunities with the council

Click                         to bring up the 
window (right) with links to pages in the 
company profile
Suppliers are requested to provide 
information on the following pages:

General
Users
Categories
Other Docs
Finish

The Councils and Questionnaires pages 
are currently not used
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Company profile information - General

The first screen the supplier 
will be directed to is the 
General page which 
requests basic information 
about the company, its 
finances and its insurance

Enter details requested 
taking care to ensure that 
all mandatory fields (    )    
are completed

When satisfied with the 
information supplied, click            
the            button to save 
changes and move to the 
next page

Alternatively, users can 
click on the relevant link in 
the left hand panel to go 
directly to that page
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Company profile information - Users

Suppliers are able to add up to 50 
additional users on their company 
profile. This may be beneficial 
where users are based at various 
geographic locations

To add a new user, click on the           
button

Provide information requested 
about the user, making sure that 
all mandatory fields are completed

Click           button to save changes 
and move to the next page 

Note: 
Email Address (Must be unique)
Username (Minimum 6 characters in length 
and unique)
Password (Minimum 6 characters)
If the supplier wishes the user to receive 
email alerts to tender opportunities, then the 
Receive Tender Alerts? field should be set 
to Yes
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Company profile information - Categories

NECTR enables suppliers to 
maintain their own list of the goods 
and services their company offers. 
This information is managed on 
the               page

Click          to add a category. This 
will bring up the search window 
bottom left

Suppliers can enter keywords in 
the search box to find categories 
they are interested in

Clicking the               button will 
return a list of category matches

Select the required categories by 
clicking on the appropriate check 
box to enter a tick

Clicking the            button will save 
the selected categories to the 
supplier’s profile
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Through the update window (left) 
suppliers can enter more detailed 
descriptions of product on offer, specify a 
value below which they do not wish to be 
considered for tender/RFQ opportunities 
and details of referees

When the supplier is satisfied with the 
information provided, clicking               will 
save the changes

Company profile information – Categories … continued

Once a category has been added, 
suppliers are able to maintain their 
own information

Clicking on         will remove the 
category and any information 
previously held against it

Clicking on           will enable the 
supplier to provide more 
information about each category 
using the window bottom left
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To attach documentation
i. Click the                  button
ii. The supplier user will be prompted to enter a Document Title and to browse to find the 

appropriate File to be attached for each document (see inset above)

ii i. Clicking              will save the document

iv. To attach other documents, the supplier will need to repeat steps 1 to 3
Note: the maximum size of any individual document should not exceed 15 megabytes 

Company profile information – Other Docs

Suppliers can include 
documents (e.g. company 
brochures) to support their 
company profile

This facility can also be 
used to update company 
documents that may be  
requested by the council 
during the contract period 
e.g. accounts, insurance 
certificates, price lists, etc
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Company profile information – Finish

After the supplier has completed all the stages in their profile, 
clicking on the           button will allow them to submit the changes 
and inform the council of changes to their profile

To assist the council, suppliers are asked to summarise changes in 
the space provided for Details of changes
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Searching for tender opportunities

Once a supplier has registered the requested information on NECTR they are able to 
search for and participate in tendering opportunities

The two ways for suppliers to find tendering opportunities available with the council are:

1) the                 - this allows suppliers to search for all available opportunities

2) - this notifies the supplier of opportunities specified by the supplier
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The Bulletin Board

Clicking on the                  link directs suppliers to the Private Bulletin Board. Here, suppliers 
are able to use the search facility to find tenders they may be interested in

Suppliers can also check progress on current or outstanding tender opportunities

To search for a 
tender or contract:

i. Enter search criteria 
using either free- 
text or the drop- 
down menus

ii. Click              to run 
the search

ii i. Your results will 
appear in the 
results area

Note
indicates the deadline has 
not yet passed

indicates deadline has 
passed
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My Tenders

is divided 
into 2 areas: 

My Active Tenders
maintains a list of all 
tenders that the 
supplier is currently 
engaged in
Other Tenders 
Matching my Profile
will be populated with 
any tender opportunity 
published to the 
NECTR Bulletin Board 
that matches the 
supplier’s profile 

Once a supplier 
registers an interest in a 
tender, it will be moved 
into My Active Tenders 
where it remains until 
the contract has been 
awarded
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Registering Interest in a tender opportunity

When a supplier finds a 
suitable opportunity, clicking 
the tender title brings up a 
page with more details about 
the tender (left)

Notice provides basic 
information about the 
opportunity in question
Procurement Process
outlines the sourcing 
procedure and where the 
tender is up to
Contact shows contact 
details of the person 
managing the tender

Clicking                will register 
a supplier’s interest in the 
tender opportunity and 
generate the notice below 
(left).

Click                 to return to the 
notice summary page 
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The Notice Summary page

The remainder of this page enables 
suppliers to submit documents in 
response to the tender invitation, 
clarification aspects of the tender 
and read messages to do with the 
tender

Notice summary section contains 
basic information about the tender, 
stage, deadline and type of 
procurement procedure

My Status – it is here that suppliers  
can keep abreast of documents 
submitted in response to the tender 
invitation

Note: The Time 
to Deadline – 
this shows the 
time remaining 
before the 
deadline
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Submitting documentation

Where suppliers are required to submit documentation in response to a tender invitation, they 
should click on                                to begin
This will open a new window (below)

i. Click          towards the bottom of this window to start adding a new document
ii. Give the document a Document Title (see inset)
ii i. Use the              button to show the file location of the appropriate Document
iv. Click on            to submit the document

The user will receive confirmation of the submission and a receipt for each document 
submitted. 
These documents can be reviewed at anytime as long as the tender deadline hasn’t passed

Note
The maximum file size for each 
document to be submitted is 15 
megabytes
If you think you might need to 
submit individual documents that 
are larger, please contact the 
Services System Administrator at 
eprocurement@newham.gov.uk
or call Arvind Sidhu on 020 8430 
3541
See additional notes overleaf
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Submitting documentation … continued

Notes .. continued

Submission deadline
If you try to submit your bid after the submission deadline, a message box will appear stating that the 
submission deadline has passed and you will not be able to submit the bid. 

The submission deadline is clearly displayed on the bid invitation, and suppliers must time their 
submissions to arrive before the deadline

Amending submissions
If the bid submission deadline has not passed, suppliers can revise and resubmit their documents

Any amendments needed to documentation must be performed outside the NECTR system

Where amendments have been made to documents already submitted, it is recommended that suppliers 
delete the old version from the NECTR system and replace it with their revised submission. This process 
can be carried out indefinitely prior to the deadline

Large documents
Large documents may take a long time to upload onto the system. Adding graphics will also increase the 
time to taken to upload

We recommend that suppliers submit documentation at least 24 hours before the deadline to avoid 
disappointment 



Strategic Procurement 24

Clarifying questions

Where suppliers have queries regarding the detail of the tender or wish for clarification on 
specifics of the tender, these must be raised thought NECTR
Click on                                        to raise a clarification question. This will bring up a new 
window (below right)

i. Enter the Subject on 
which clarification is 
needed

ii. Type the Question in 
the space provided

ii i. Click on 

An email will be sent to the contract manager advising them of the question
Once the contract manager has responded to the question, the supplier will be sent an email 
alerting them to the response
To view the response, click on the 
It is Newham Council’s policy to share clarification questions and answers with all suppliers 
remaining in the tender process as long as to do so is appropriate. 
The identity of suppliers will remain confidential at all stages of the tender process
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Frequently asked questions

Q: What if I am unable to gain access to the internet (URL) site?

A: Click on the refresh icon on the internet toolbar. If this does not resolve the problem try and re-enter the 
URL address provided to you upon registration. Should you continue to experience difficulties please 
contact the Services System Administrator on 020 8430 3541 or email eprocurement@newham.gov.uk

Q. What if my company is shown as already registered but I don’t have a Username and password?

A. The council has already registered some suppliers from its approved list and its contract register. You 
should already have been sent a Username and password, however if not, please contact the System 
Administrator on 020 8430 3541 or email eprocurement@newham.gov.uk

Q. What do I do if I’ve forgotten my password / have locked myself out of the system / unable to 
logon?

A: Go to main login screen and click on forgotten password. On the next screen enter your email address 
below and select the continue button. Your Username and Password will then be emailed to you. 

Q. After I have registered my interest in a tender, do I have to make a bid?

A: No. You can decide to forgo the bid submission at any stage. In fact it makes sense for you to register an 
interest in an opportunity and then decide after you have received the tender documentation whether or 
not you wish to proceed with a bid

Q. Will I be able to see all bid invitations?

A: No. Only suppliers involved in the process will be able to see opportunities being tendered through the 
council’s Approved List or a request for quote procedure. Suppliers will be able to see all other 
opportunities being let through NECTR 



Strategic Procurement 26

Frequently asked questions … continued

Q. Can more than one member of a company have access to NECTR?

A: Yes. Although there is no technical limit to the number of users each company can have, we recommend 
that where large number of users will be involved, the company has a lead procurement officer to deal with 
the council

However, as long as an employee has access to NECTR, they can work on any tenders that the company 
is involved in

Q. How do I know that Newham has received my bid?

A: Each company will be given acknowledgement and a receipt reference for each document submitted as 
part of a tender response. This will be your proof that you have submitted your documents and that the 
council has received them

If you submit your bid near to the deadline, you should note that it is each company’s responsibility to 
make sure they time their bids to arrive before the tender deadline expires as no tender documents will 
be accepted after the tender deadline has expired

Q. What happens if Newham makes a change to the published bid invitation?

A: All bidders will be notified of any changes

Q. Why are my documents taking so long to attach?

A: Large documents may take longer to upload onto the system. If your document includes graphics, it will 
increase the size of your document and the length of time it takes to upload

Check with your service provider to check that your system specification conforms to the minimum 
requirements for running the NECTR application
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