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In-Tend  Supplier- Document Return User Guide 
 
 
Access to the Portsmouth City Council portal of in-Tend e-Sourcing Management system is via the URL 
https://in-tendhost.co.uk/portsmouthcc 
 
 
Once you are on the Home Page you are advised to save the In-Tend site to your favourites list for returning 
your completed PQQ, and to communicate with us on this and any future projects.  
 
 
This guide has been provided as a supplement to the on screen instructions and the on screen help button  
avaliable throughout the site 
 
 
 

 
 
Step 1 
Find the project and click on Tender Details to access the screen below. 
Identify the stage  you wish to make a return for and click on View Documents  
 

 
 

As a registered users you will have 
more options available to you 
including the ability to send 
correspondence 
 
To access documents associated 
with a project choose 
My Tenders 
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Step 2 
If you have not downloaded the documents on to your hard drive do so now. 
 

 
 
 
Please note you should not attempt to complete PQQ’s or Tender/Quotation Documents on line (Only 
System Questionnaires should be done online), these should be downloaded onto your hard drive, and 
completed within your own environment, before logging back onto In-Tend to make your retur n.  
 
Step 3 

 
 
Step 4 
Identify the file you wish to attach, as your return, from your LAN / hard drive.   
 

 
 

This example is for the tender 
stage however the PQQ stage 
would follow the same procedure 
but is likely to only have one 
document available to download 
 
Click on Save Document  and save 
to your hard drive 

When ready to make your 
return click on the  
Browse  button  

Double click and then hit 
the  
Attach File To My Return  
button. 
 
Note: You will only be able 
to attach one file at a time. 
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During the tendering/quotation stage you may be required to return more than one document in which case 
Click on Return To Document Management  and repeat process for any other files you wish to attach to 
your return. 
 
Step 5 

Caution: 
In many instances you may only be able to make one return!! 

Therefore ensure you have identified all the correc t files, that these are complete and that all 
supplementary documents have been attached prior to  hitting the Submit Return Button. 

 
Once you are happy that you have attached all documents required to be returned hit the Submit Return  
button. 

WARNING 
If you have a number of documents to return leave yourself plenty of time to upload and hit the submit 
button.  The button must  be hit before  the Time Remaining in the Server Time box shown at the top of the 
page reaches zero, the count down will not stop because  you are loading documents!! 
 

 
 
 
Where an option exists to make additional returns, ensure you include all relevant documents within this new 
return.   
 
Note: All returns are time and date stamped.  Your last return will therefore be accepted as final submission 
and be regarded as your Official Return. 
 

You must be able to see all 
documents you wish to return 
within this box before making your 
submission.  If one is missing 
repeat steps 3 & 4 before hitting  
 
Submit Return  
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Upon submission the system will provide you with a receipt for the documents you have submitted with the 
option to print this off 
 

 
 
Receipts can be obtained at a latter date from the View Tender Details  screen (Fig 2) and taking the  
View Tender History  option 
 
 

 
 
 
Forgotten Passwords 
A send reminder button appears on the logon screen 
 
Account locked 
Call Portsmouth City Council ICT Security +44 (0) 23 9283 4781.  This number can not provide password 
reminders or technical help in any way. 
 
Technical Help 
If you can not find the help you need on line call Software Support +44 (0) 1332 869400 
 
Tender/Quotation Info 
Requests for information on a project should be made via the correspondence function within the software 
wherever possible as a last resort call the System Administrator in Portsmouth on +44 (0) 23 9283 4918 


