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)ÎÔÒÏÄÕÃÔÉÏÎ 
 
This guide is aimed at buyers who are creating and issuing electronic ESPD requests using the online 
ESPD Scotland module within Public Contracts Scotland (PCS). This guide is not applicable to ESPDs that 
have been issued using any other method, such as Word document attachments, or via PCS-Tender. 
 
.Ŝǎǘ ǇǊŀŎǘƛŎŜ ƎǳƛŘŀƴŎŜ ƻƴ ǘƘŜ ǎǳǇǇƭƛŜǊ ǎŜƭŜŎǘƛƻƴ ǇǊƻŎŜǎǎΣ ƛƴŎƭǳŘƛƴƎ ŎǊŜŀǘƛƴƎ 9{t5ǎΣ Ŏŀƴ ōŜ ŦƻǳƴŘ ŀǘ ǘƘŜ 
tǊƻŎǳǊŜƳŜƴǘ WƻǳǊƴŜȅΥ 

Procurement Journey ï Route 2 

Procurement Journey ï Route 3 

 
The main features of the ESPD module are: 
 

¶ It follows an easy-to-use process, allowing you to select questions which you consider 
proportionate and relevant to your procurement exercise for inclusion in your ESPD request. 

 

¶ Lǘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ άself-containedέ 9{t5 ǊŜǉǳŜǎǘ, meaning that you are able to include 
your selection criteria beside the relevant question within the ESPD itself. This means that no 
longer need to include your selection criteria in the contract notice and can refer suppliers to the 
ESPD instead.   

 

¶ It allows suppliers to complete ESPD responses electronically and re-use previous ESPD 
responses.  Suppliers will then be able to submit this to you using the existing PCS postbox 
functionality. 

 

¶ It allows you to request relevant evidence or means of proof electronically. 
 

!ÃÔÉÖÁÔÉÎÇ ÙÏÕÒ ÏÒÇÁÎÉÓÁÔÉÏÎȭÓ %30$ ÁÃÃÏÕÎÔ ÁÎÄ 5ÓÅÒ !ÃÃÅÓÓ ,ÅÖÅÌÓ 
 
Initial activation of the buying organisationΩǎ ESPD account must be carried out by a 
Controller/Administrator within the organisation.  
 
Initially, ŀƴȅƻƴŜ ǿƛǘƘ ά/ƻƴǘǊƻƭƭŜǊέ ŀŎŎŜǎǎ ƭŜǾŜƭǎ ŦƻǊ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴ Ŏŀƴ ŀǎǎƛƎƴ 9{t5 ŀŎŎŜǎǎΦ /ƻƴǘǊƻƭƭŜǊǎ 
should select the άESPD (Scotland)έ link on the Notices panel of the Buyer Control Panel.  
 
 
 

https://www.procurementjourney.scot/route-2/route-2-develop-documents-selection-award-and-exclusion-criteria-exclusion-criteria
https://www.procurementjourney.scot/route-3/route-3-develop-documents-selection-award-and-exclusion-criteria-exclusion-criteria
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The first time the Controller accesses the module they will be asked to activate their ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ESPD 
ŀŎŎƻǳƴǘΣ ǿƘƛŎƘ ƛǎ ŘƻƴŜ ōȅ ǎŜƭŜŎǘƛƴƎ ά!ŎǘƛǾŀǘŜέΦ 
 

 
 
 
The Controller will be taken to the ESPD Control Panel, from where they can add other users to the ESPD 
account.  
 
¦ǎŜǊǎ Ŏŀƴ ōŜ ƳŀƴŀƎŜŘ ŦǊƻƳ ǘƘŜ άaŀƴŀƎŜ ¦ǎŜǊǎέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ 9{t5 /ƻƴǘǊƻƭ tŀƴŜƭΦ  
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¢ƻ ŀŘŘ ŀ ǳǎŜǊ ǘƻ ǘƘŜ 9{t5 !ŎŎƻǳƴǘ ŀ /ƻƴǘǊƻƭƭŜǊ ǎŜƭŜŎǘǎ ά!ŘŘ ¦ǎŜǊέ. 
 

 
 
The Controller will then be presented with a list of all users aligned to their buying organisation on Public 
/ƻƴǘǊŀŎǘǎ {ŎƻǘƭŀƴŘ ŀƴŘ Ŏŀƴ ƎǊŀƴǘ ŜŀŎƘ ƻƴŜ 9{t5 ŀŎŎŜǎǎ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǳǎŜǊΩs name. 
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They will then be asked to allocate ESPD access levels to the new user. The options available are: 
 
Administrator ς allows a user to create and amend ESPD requests and to allocate ESPD access to other 
users.  
Editor - allows a user to create and amend ESPD requests. 
Viewer - allows a user to view ESPD requests.  
 
The ControllŜǊ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ ǊŜƭŜǾŀƴǘ ŀŎŎŜǎǎ ƭŜǾŜƭ ŦƻǊ ǘƘŀǘ ǳǎŜǊ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ά!ŘŘ ¦ǎŜǊέΦ  
 

 
 
¢ƘŜ ƴŜǿ ǳǎŜǊ ǿƛƭƭ ǘƘŜƴ ǎŜŜ ǘƘŜ ά9{t5 ό{ŎƻǘƭŀƴŘύέ ƭƛƴƪ ƛƴ ǘƘŜƛǊ ōǳȅŜǊ ŎƻƴǘǊƻƭ ǇŀƴŜƭΦ  

 

!ÃÃÅÓÓÉÎÇ ÔÈÅ %30$ 3ÃÏÔÌÁÎÄ ÍÏÄÕÌÅ 
 
To access the ESPD Scotland module, visit the Buyer Control Panel ŀƴŘ ǎŜƭŜŎǘ Ψ9{t5 ό{ŎƻǘƭŀƴŘύΩ ǳƴŘŜǊ 
Notices. This will take you to your ESPD module, viewable only to PCS users within your organisation. 
 

http://www.publiccontractsscotland.gov.uk/Authority/authority_controlpanel.aspx
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The ESPD Control Panel will allow you to Create / Edit your ESPD requests and Manage User access.  
 

 
 
On the control panel you will see the following information:  
 
Manage Users 

This displays all users who currently have the ability to create / edit ESPD requests for your 
organisation.  Controllers can add new users through this screen, and edit the details of any 
current users. Users who are not registered on the ESPD Module will not be able to see the link 
to the ESPD Module on their Buyer Control Panel. 

 
View Requests 

This contains a list of all ESPD requests that have been created and published through your 
organisationΩǎ profile. The list indicates who created the ESPD, and whether each particular ESPD 
has been linked to a Contract Notice, and is locked, or is still being edited. 
 
There is also a shortcut button to create a new ESPD request. 
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#ÒÅÁÔÉÎÇ ÁÎ %30$ 2ÅÑÕÅÓÔ 
 
bΦ.Φ ¸ƻǳ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ 9{t5 ƳŀǘŎƘŜǎ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ƘŀǾŜ 
ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ /ƻƴǘǊŀŎǘ bƻǘƛŎŜΦ 

/ǊŜŀǘƛƴƎ ŀ ƴŜǿ 9{t5 ƛƴǾƻƭǾŜǎ ŎƻƳǇƭŜǘƛƴƎ о Ƴŀƛƴ ǎǘŜǇǎΣ ŜŀŎƘ ŘƛǾƛŘŜŘ ƛƴǘƻ ǊŜƭŜǾŀƴǘ ǎŜŎǘƛƻƴǎΦ 

 

Step 1: Procurement Details 
 

¢ƘŜ ŘŜǘŀƛƭǎ ǎǘŜǇ ƛǎ ōǊƻƪŜƴ Řƻǿƴ ƛƴ ǘƻ о ǎŜŎǘƛƻƴǎΦ /ƭƛŎƪƛƴƎ b9·¢ ǎŀǾŜǎ ǘƘŜ ŎǳǊǊŜƴǘ ǎŜŎǘƛƻƴ ŀƴŘ ǇǊƻƎǊŜǎǎŜǎ 
ȅƻǳ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴΦ 

!ǳǘƘƻǊƛǘȅ 5Ŝǘŀƛƭǎ 

¢Ƙƛǎ ǿƛƭƭ ōŜ ŀǳǘƻǇƻǇǳƭŀǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ !ǳǘƘƻǊƛǘȅ ȅƻǳ ƭƻƎƎŜŘπƛƴ ǘƻΦ 

tǳōƭƛŎŀǘƛƻƴ 5Ŝǘŀƛƭǎ 

¢Ƙƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ŘƻŜǎ ƴƻǘ ƴŜŜŘ ǘƻ ōŜ ŎƻƳǇƭŜǘŜŘ ǿƘŜƴ ƛƴƛǘƛŀƭƭȅ ŎǊŜŀǘƛƴƎ ȅƻǳǊ 9{t5 ŘƻŎǳƳŜƴǘΤ ƛǘ 
ǎƘƻǳƭŘ ōŜ ŦƛƭƭŜŘ ƛƴ ƻƴŎŜ ȅƻǳǊ ŎƻƴǘǊŀŎǘ ƴƻǘƛŎŜ Ƙŀǎ ōŜŜƴ ǇǳōƭƛǎƘŜŘ ƻƴ hW9¦Φ  ¸ƻǳ ǎƘƻǳƭŘ ǊŜŎŜƛǾŜ ŀƴ 
ŜƳŀƛƭ ŀƭŜǊǘƛƴƎ ȅƻǳ ǘƻ ǘƘƛǎΦ 

tǊƻŎǳǊŜƳŜƴǘ tǊƻŎŜŘǳǊŜ 

¢ƘŜ ¢ƛǘƭŜ ŀƴŘ {ƘƻǊǘ 5ŜǎŎǊƛǇǘƛƻƴ ŦƛŜƭŘǎ ƴŜŜŘ ǘƻ ōŜ ŎƻƳǇƭŜǘŜŘ ǿƛǘƘ ǘƘŜ ǊŜƭŜǾŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ ! 
ǇǊƻŎŜŘǳǊŜ ǘȅǇŜ ŀƭǎƻ ƴŜŜŘǎ ǘƻ ōŜ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ LƴŦƻǊƳŀǘƛƻƴ ƻƴ [ƻǘǎ όǘƛǘƭŜǎ 
ƻƴƭȅύ ǎƘƻǳƭŘ ōŜ ŜƴǘŜǊŜŘ ŀǘ ǘƘƛǎ ǎǘŀƎŜΦ 
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Step 2: Procurement Details 
 

{ǘŜǇ н ƛǎ ōǊƻƪŜƴ Řƻǿƴ ƛƴǘƻ п ǎŜŎǘƛƻƴǎΣ ŜŀŎƘ ǿƛǘƘ ƛǘǎ ƻǿƴ ǎǳōǎŜŎǘƛƻƴΦ /ƭƛŎƪƛƴƎ b9·¢ ǎŀǾŜǎ ǘƘŜ ŎǳǊǊŜƴǘ 
ǎŜŎǘƛƻƴ ŀƴŘ ǇǊƻƎǊŜǎǎŜǎ ȅƻǳ ǘƻ ǘƘŜ ƴŜȄǘ ǉǳŜǎǘƛƻƴΦ 

tǊƻŎŜŘǳǊŜ  

/t± /ƻŘŜǎ ς ¦ǎŜ ǘƘŜ ǎŜŀǊŎƘ ōŀǊ ǘƻ ŦƛƴŘ /t± ŎƻŘŜǎ ǘƘŀǘ ƳŀǘŎƘ ǘƘŜ /ƻƴǘǊŀŎǘ ȅƻǳΩǊŜ ƛǎǎǳƛƴƎΦ ¸ƻǳ 
Ŏŀƴ ǎŜƭŜŎǘ ƳǳƭǘƛǇƭŜ /t± ŎƻŘŜǎ ŦǊƻƳ ǘƘŜ ǊŜǎǳƭǘǎ ƭƛǎǘΣ ǘƘŜƴ ŎƭƛŎƪ !ŘŘ ǘƻ ƭƛƴƪ ǘƘŜƳ ǘƻ ȅƻǳǊ ŘƻŎǳƳŜƴǘΦ 

LƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ [ƻǘǎ ς ²ƘŜƴ ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎ ǎŎǊŜŜƴ ȅƻǳ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ 
ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ƭƻǘǎ ƘŀǾŜ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ /ƻƴǘǊŀŎǘ bƻǘƛŎŜΦ 

.ƛŘŘŜǊ LƴŦƻǊƳŀǘƛƻƴ 
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¢ƘŜ ǉǳŜǎǘƛƻƴǎ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ŀǊŜ ŀƭƭ ǎŜƭŜŎǘŜŘ ōȅ ŘŜŦŀǳƭǘΣ ōǳǘ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ŘŜǎŜƭŜŎǘ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ 
ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ǘƻ ƛƴŎƭǳŘŜ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘΦ  

.ƛŘŘƛƴƎ ŀǎ ŀ DǊƻǳǇκ{ǳōŎƻƴǘǊŀŎǘƻǊ LƴŦƻǊƳŀǘƛƻƴ 

¢ƘŜ 9{t5 ǎȅǎǘŜƳ ƻƴƭȅ ŀƭƭƻǿǎ ŦƻǊ ƻƴŜ 9{t5 ŘƻŎǳƳŜƴǘ ǘƻ ōŜ ǎǳōƳƛǘǘŜŘ ǇŜǊ ōƛŘŘŜǊΦ LŦ ǘƘŜ ōƛŘŘŜǊ ƛǎ ǊŜǉǳƛǊŜŘ 
ǘƻ ǎǳōƳƛǘ 9{t5 ǊŜǎǇƻƴǎŜǎ ƻƴ ōŜƘŀƭŦ ƻŦ ƻǘƘŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ π ǎǳŎƘ ŀǎ ǎǳōπŎƻƴǘǊŀŎǘƻǊǎΣ ŎƻƴǎƻǊǘƛŀ ƳŜƳōŜǊǎ 
ƻǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ƻƴ ǿƘƛŎƘ ǘƘŜȅ ǿƛƭƭ ǊŜƭȅ ǘƻ ŎŀǊǊȅ ƻǳǘ ǘƘŜ ŎƻƴǘǊŀŎǘ ς ǘƘŜȅ ŀǊŜ ƛƴǎǘǊǳŎǘŜŘ ǘƻ ŘƻǿƴƭƻŀŘ ǘƘŜ 
9{t5 ŦƛƭŜ ƛƴ 9ȄŎŜƭ ŦƻǊƳŀǘ ŀƴŘ ŀǎƪ ǘƘŜƛǊ ǇŀǊǘƴŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǊŜƭŜǾŀƴǘ ǎŜŎǘƛƻƴǎ ŀƴŘ ǊŜǘǳǊƴ 
ƛǘ ǘƻ ǘƘŜƳ ƻŦŦƭƛƴŜΦ ¢ƘŜ ōƛŘŘŜǊ ǎƘƻǳƭŘ ǘƘŜƴ ŀǘǘŀŎƘ ǘƘŜ 9{t5 ǊŜǎǇƻƴǎŜǎ ŦǊƻƳ ǘƘŜƛǊ ǇŀǊǘƴŜǊǎ ŀǎ ŀŘŘƛǘƛƻƴŀƭ 
ŘƻŎǳƳŜƴǘǎ ǿƛǘƘƛƴ ǘƘŜƛǊ ǇƻǎǘōƻȄ ǊŜǎǇƻƴǎŜΣ ǿƘƛŎƘ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜƛǊ ƻǿƴ 9{t5 ǊŜǎǇƻƴǎŜ ƛƴ ŜƭŜŎǘǊƻƴƛŎ 
ŦƻǊƳŀǘΦ   

9ȄŎƭǳǎƛƻƴ /ǊƛǘŜǊƛŀ 

¢ƘŜ ǉǳŜǎǘƛƻƴǎ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ŀǊŜ ŀƭƭ ǎŜƭŜŎǘŜŘ ōȅ ŘŜŦŀǳƭǘΣ ōǳǘ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ŘŜǎŜƭŜŎǘ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ 
ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ǘƻ ƛƴŎƭǳŘŜ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘΦ Lǘ ƛǎ ǎǘǊƻƴƎƭȅ ǊŜŎƻƳƳŜƴŘŜŘ ǘƻ ŀŎǉǳŀƛƴǘ ȅƻǳǊǎŜƭŦ ǿƛǘƘ 
ǘƘŜ ƎǳƛŘŀƴŎŜ ǊŜƭŀǘƛƴƎ ǘƻ ŜȄŎƭǳǎƛƻƴ ŎǊƛǘŜǊƛŀ ŀǾŀƛƭŀōƭŜ ŀǘ ǘƘŜ tǊƻŎǳǊŜƳŜƴǘ WƻǳǊƴŜȅ ǿŜōǎƛǘŜ ōŜŦƻǊŜ 
ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎ ǎŜŎǘƛƻƴΦ 

tǊƻŎǳǊŜƳŜƴǘ WƻǳǊƴŜȅ ς wƻǳǘŜ н 

tǊƻŎǳǊŜƳŜƴǘ WƻǳǊƴŜȅ ς wƻǳǘŜ о 

 

https://www.procurementjourney.scot/route-2/route-2-develop-documents-selection-award-and-exclusion-criteria-exclusion-criteria
https://www.procurementjourney.scot/route-3/route-3-develop-documents-selection-award-and-exclusion-criteria-exclusion-criteria


                                         Buyer User Guide ς ESPD 

 

11 

 

 

 

 

{ŜƭŜŎǘƛƻƴ /ǊƛǘŜǊƛŀ 

¢ƘŜ ǉǳŜǎǘƛƻƴǎ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ŀǊŜ ŘŜŦŀǳƭǘŜŘ ǘƻ ƴƻǘ ǎŜƭŜŎǘŜŘΣ ǎƻ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŎǘƛǾŜƭȅ ǎŜƭŜŎǘ ŀƴȅ ǘƘŀǘ 
ȅƻǳ ŎƻƴǎƛŘŜǊ ǊŜƭŜǾŀƴǘ ǘƻ ȅƻǳǊ ǇǊƻŎǳǊŜƳŜƴǘ ŜȄŜǊŎƛǎŜΦ  

/ƻƳǇƭŜǘŜ ŜŀŎƘ ǎǳōǎŜŎǘƛƻƴ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ȅƻǳ ǿƛǎƘ ǘƻ ƛƴŎƭǳŘŜ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘΦ   

²ƘŜǊŜ ǊŜƭŜǾŀƴǘΣ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ƛƴŎƭǳŘŜ ǎŜƭŜŎǘƛƻƴ ŎǊƛǘŜǊƛŀ ŀƭƻƴƎǎƛŘŜ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ȅƻǳ ƘŀǾŜ ŎƘƻǎŜƴ ǘƻ 
ƛƴŎƭǳŘŜ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘΣ ǎƻ ǘƘŀǘ ŀƴȅ ōƛŘŘŜǊǎ Ŏŀƴ ǳƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ƳƛƴƛƳǳƳ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻǊ ŎǊƛǘŜǊƛŀ 
ǊŜǉǳƛǊŜŘ ǎǇŜŎƛŦƛŎ ǘƻ ȅƻǳǊ ǇǊƻŎǳǊŜƳŜƴǘ ŜȄŜǊŎƛǎŜΦ 
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¢ŜŎƘƴƛŎŀƭ ŀƴŘ tǊƻŦŜǎǎƛƻƴŀƭ !ōƛƭƛǘȅ 

¢Ƙƛǎ ǎǳōǎŜŎǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ƛƴŎƭǳŘŜ ǎŎƻǊƛƴƎ ŀƴŘ ǿŜƛƎƘǘƛƴƎ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘΦ ̧ƻǳ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ 
ǘƘŜ ǿŜƛƎƘǘƛƴƎ ŀǘǘǊƛōǳǘŜŘ ǘƻ ŜŀŎƘ ǎŜƭŜŎǘŜŘ ǉǳŜǎǘƛƻƴ ŀŘŘǎ ǳǇ ǘƻ ǘƘŜ ǘƻǘŀƭ ƛƴŘƛŎŀǘŜŘ ƛƴ ǘƘŜ ƛƴƛǘƛŀƭ ǿŜƛƎƘǘƛƴƎ 
ǉǳŜǎǘƛƻƴ όƻǊ ǳǇ ǘƻ мллύΦ 

bƻǘŜΥ ̧ƻǳ ǎƘƻǳƭŘ ƻƴƭȅ ƛƴŎƭǳŘŜ ǎŎƻǊƛƴƎ ŀƴŘ ǿŜƛƎƘǘƛƴƎ ƛƴ ȅƻǳǊ 9{t5 ǊŜǉǳŜǎǘ ƛŦ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ŀ ǘǿƻπǎǘŀƎŜ 
ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜǎǎΣ ǎǳŎƘ ŀǎ ǘƘŜ ǊŜǎǘǊƛŎǘŜŘ ǇǊƻŎŜŘǳǊŜΦ 

¸ƻǳ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŀƴ ƻǾŜǊŀƭƭ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ Ƙƻǿ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ŜǾŀƭǳŀǘŜ ǘƘƛǎ ǎŜŎǘƛƻƴΥ  
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²ƘŜǊŜ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǎŎƻǊŜ ŀƴŘ ǿŜƛƎƘǘ ƛƴŘƛǾƛŘǳŀƭ ǉǳŜǎǘƛƻƴǎΣ ȅƻǳ ǎƘƻǳƭŘ ŀƭǎƻ ǇǊƻǾƛŘŜ ǘƘŜ ǉǳŜǎǘƛƻƴ 
ǿŜƛƎƘǘƛƴƎ ŀƴŘ ŀƴ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ Ƙƻǿ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ŜǾŀƭǳŀǘŜ ōƛŘŘŜǊǎΩ ǊŜǎǇƻƴǎŜǎΥ 

   

 

 

{ǘŜǇ оΥ CƛƴƛǎƘ 

 

¢ƘŜ {ǳƳƳŀǊȅ ǎŜŎǘƛƻƴ ǇǊƻǾƛŘŜǎ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜƭŜŎǘŜŘ ōȅ ȅƻǳ ƛƴ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ŎǊŜŀǘƛƴƎ 
ȅƻǳǊ 9{t5Φ  
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¢ƘŜ /ƻƴŎƭǳŘƛƴƎ {ǘŀǘŜƳŜƴǘǎ ǎŜŎǘƛƻƴ ƘƛƎƘƭƛƎƘǘǎ ǘƘŜ ŘŜŎƭŀǊŀǘƛƻƴ ǘƘŀǘ ŀƭƭ ǎǳǇǇƭƛŜǊǎ ǿƛƭƭ ƘŀǾŜ ǘƻ 9ƭŜŎǘǊƻƴƛŎŀƭƭȅ 
{ƛƎƴ ǳǇƻƴ ŎƻƳǇƭŜǘƛƴƎ ŀƴ 9{t5 ǊŜǎǇƻƴǎŜΦ  
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!ǘ ǘƘƛǎ Ǉƻƛƴǘ ȅƻǳ Ƴŀȅ ŜȄǇƻǊǘ ȅƻǳǊ 9{t5 5ƻŎǳƳŜƴǘ ǘƻ ƻƴŜ ƻŦ a{ ²ƻǊŘΣ ·a[Σ ƻǊ t5C ŦƻǊƳŀǘǎΦ  

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ȅƻǳǊ 9{t5Σ ȅƻǳ Ƴŀȅ ŜƛǘƘŜǊ ǎŀǾŜ ƛǘ ŦƻǊ ŜŘƛǘƛƴƎ ŀǘ ŀ ƭŀǘŜǊ ŘŀǘŜΣ ƻǊ {ŀǾŜ ϧ [ƻŎƪ ƛǘΣ 
ǿƘƛŎƘ ǿƛƭƭ ǘƘŜƴ ŀƭƭƻǿ ȅƻǳ ǘƻ ŀŘŘ ƛǘ ǘƻ ŀ /ƻƴǘǊŀŎǘ bƻǘƛŎŜΦ 

 

,ÉÎËÉÎÇ ÁÎ %30$ ÒÅÑÕÅÓÔ ÔÏ Á #ÏÎÔÒÁÃÔ .ÏÔÉÃÅ 
 
An ESPD request can be linked to a Contract Notice during the notice creation stage. When you reach 
the Additional Options question, the option exists to include an ESPD (Which has to be linked to an active 
Postbox). Select the ESPD checkbox, and then select NEXT to move screen  
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Ticking these checkboxes adds the option to link your  ESPD request to the Notice.  You can select from 
the drop down list ƻƴ ǘƘŜ ΨbƻǘƛŎŜ hǇǘƛƻƴ 9{t5Ω ǇŀƎŜ and clicking Add. όtƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƻƴƭȅ 9{t5Ωǎ ǘƘŀǘ 
have been Saved & Locked are visible for selection).  
 
If you do not have a pre-prepared ESPD, you can choose to create an ESPD from here. 
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Once added, you can now continue and complete your Contract Notice. 

%ÄÉÔÉÎÇ ÁÎ %30$ 2ÅÑÕÅÓÔ 
 
An ESPD can be edited up until it has been attached to a Contract Notice. To edit an ESPD go to the 
ά±ƛŜǿ wŜǉǳŜǎǘǎέ ǇŀƎŜ ǘƘǊƻǳƎƘ ǘƘŜ 9{t5 /ƻƴǘǊƻƭ tŀƴŜƭΦ /ƭƛŎƪ ƻƴ ǘƘŜ ¢ƛǘƭŜ ƻŦ ǘƘŜ 9{t5 ƛƴ ǉǳŜǎǘƛƻƴΣ ŀƴŘ 
you will be able to unlock and edit as required. 
 
Once an ESPD has been attached to a Contract Notice, it may no longer be edited.  
 
If errors are discovered in an ESPD once it has been linked to a Contract Notice, users are required to 
issue an Amendment notice through the PCS website. If the ESPD has several, or serious errors, it is 
recommended that you  to start the procurement exercise again  
 

 
 

/ÐÅÎÉÎÇ %30$ 2ÅÓÐÏÎÓÅÓ 
 
Once the Notice deadline has passed, you will be able to access the ESPD responses through the Postbox. 
A PDF version of the ESPD response is automatically generated by the system, but clicking on Open ESPD 
will display the full Question and Answer set, and provide you with more options for downloading to 
various file formats.  
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2ÅÑÕÅÓÔÉÎÇ %ÖÉÄÅÎÃÅ 
 
Suppliers have the option of proactively including a link to evidence available online within their ESPD 
response; if this is done, there will be information in the ESPD response linking you to the website where 
this evidence is held.  
 
If the evidence is held on the PCS portal, and you are the Postbox opener, clicking on the provided link 
will either download the document to your computer, or redirect you to the relevant portal.  
 
If you are not the Postbox opener, clicking the link will take you to an access requesǘ ŦƻǊƳΦ {ŜƭŜŎǘ άL ƘŀǾŜ 
a Buyer [ƻƎ ƛƴέΣ ŎƻƳǇƭŜǘŜ ŀƭƭ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎ όǎŜŜ ƛƳŀƎŜǎ ōŜƭƻǿύΣ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŜƳŀƛƭ ǘƘŜ 
supplier asking them to grant access to the document. Once access has been granted, an email with a 
direct link to the document will be sent to you.  
 
Once you have access to a document, you may return to view it by following the link contained within 
the ESPD response, or the link provided in the confirmation email. 
 
LŦ ȅƻǳ ŀǊŜ ƴƻǘ ŀ ǊŜƎƛǎǘŜǊŜŘ ǳǎŜǊ ƻŦ t/{Σ ȅƻǳ Ƴŀȅ ǎǘƛƭƭ ǊŜǉǳŜǎǘ ŀŎŎŜǎǎ ǘƻ ŘƻŎǳƳŜƴǘǎ ōȅ ǎŜƭŜŎǘƛƴƎ άL Řƻ ƴƻǘ 
have a Buyer ƭƻƎ ƛƴέΦ LŦ ǘƘŜ ǎǳǇǇƭƛŜǊ ƎǊŀƴǘǎ ȅƻǳ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ŘƻŎǳƳŜƴǘΣ ȅƻǳ ǿƛƭƭ ōŜ ŜƳŀƛƭŜŘ ŀ ǳƴƛǉǳŜ ƭƻƎ 
in and password to access the document. 
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