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Introduction   
 

Douglas City Council uses an online digital procurement system, Atamis. 

All tenders and quotation submissions for the Council are advertised and returned through the Atamis 

system. 

 

In order to submit returns for either quotations or tenders, you will need to register on the Atamis 

system. This document is aimed at helping you register on the Atamis system and guidance on how to 

use the system.   
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1.0 Registering on the Atamis System  
 

Note this is the first step to creating an account on the system. You will need to complete the 

‘Updating Company Details’ section to be eligible for acceptance on any opportunity.  

 

1.1  Please visit the following link to access the welcome page of Douglas City Council Procurement 

Portal: 

     https://douglascc.my.site.com/s/Welcome 

 

1.2  On the welcome page: 

• Click "Register Here" 

• Enter your First Name, Last Name, Company Name, and Email Address 

• Complete the CAPTCHA verification as prompted 

 

1.3  Email confirmation  

• After registering, you will receive a confirmation email with a link and further instructions. 

• If the email does not appear in your inbox, please check your junk or spam folder. 

• To ensure future delivery, allow emails from: notifications@atamis.co.uk 

 

1.4  After the registration process is completed you can log into the system from the welcome page 

of Douglas City Council Procurement Portal by clicking the “Supplier Login” button.  

 

When logging in, please ensure you login with your  Username which is your email with 

".douglas" at the end. For example, if your email is  "supplier@outlook.com", you should enter it 

as "supplier@outlook.com.douglas" 

 

 

Now you have a login account for the system, it’s essential you update your Company Details section. 

 

The Council also recommends you set up email alerts for opportunities that match categories/keywords 

that you're interested in. Instructions on how to do this are in the Setting Up Category Alerts section 

of this guidance.  

 

Should you have any questions or require assistance with the registration process, please do not 

hesitate to contact the Atamis support team.  

 

Phone: 029 2279 0052  

E-mail: Support@atamis.co.uk 

 

 

 

  

  

https://douglascc.my.site.com/s/Welcome
mailto:notifications@atamis.co.uk
mailto:supplier@outlook.com
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2.0 Updating Company Details 
 

It is essential that the Company Details section is completed to be eligible for acceptance on 

any opportunity. Without completing this section, the Council will not be able to award you any 

contract for an opportunity you have submitted.  

 

2.1 Once you have your initial sign-up email, click the link in the email or follow the link at the start 

 of this document and login into the Supplier Portal. Finish setting up your account by clicking the 

  Company Details section.  

 

 
 
If no records are held in this section, your company will not appear as a supplier in the procurement 
system.  
 
2.2 To enter your company details, click the New Supplier button. 
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2.3 In the Record Type of New record ensure this is set to Supplier and click continue.  

 
 

2.4  Complete all Supplier Information fields, ensuring all mandatory fields (marked red) have been 
 completed and click save.  

 

 
 

 

If created successfully, you should see a yellow box with a green tick that says supplier has been 

updated.  
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2.5 If you click on the Back to Supplier (under the yellow box) it will take you back to the supplier 

 tab and your company records should appear.  

 
 

 

2.6  By clicking the Home button, it will take you back to the portal home page.  
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3.0 Setting Up Category Alerts 
 

If Category Alerts are set up on your account, you will automatically receive an email whenever the 

council publishes an opportunity that matches the categories or keywords you have selected. 

 

Please note: You will still need to register your interest in the opportunity via the Find Opportunities 

advert. Details on how to do this are provided in the next section. 

 

3.1  To set up email alerts for opportunities that fall under categories you're interested in, click the 

 Category Alerts section.  
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3.2 Click View New Categories  

 

 
3.3  Select categories that relate to your company. A blue tick will appear next to each section.  
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3.4  Once selected click “Confirm Category Section”. 

  

The Manage Category Alerts section and category list should now be populated with categories you 

have selected for alert emails. 

 
To add more categories, follow the same process again.  

 

To remove a category from your list you need to tick the box next to the category on the Manage 

Category Alerts page and click the Delete button. 

   

You can use the Manage keyword Alerts to add keywords relating to your company such as joinery, 

plumbing, windows, etc. This will send an email notifying you of any advertised opportunity that 

contains your keywords.  

 

By clicking the Home button, it will take you back to the portal home page.  
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4.0 Find Opportunities 
 

The Council will publish an advert for upcoming and current tenders and quotes within the ‘Find 

Opportunities’ section. This section shows all Current, Future and Ended Opportunities.  

 

4.1  To view the advertised opportunities within the supplier portal, click onto the Find opportunities 

section.  

 

 

 

4.2  The default setting is to show all opportunities but by changing the status you can select 

either Future, Current, or Ended Opportunities. Please note that you can only tick one from the 

list.  
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Click on the opportunity you are interested in, the advert will open and provide more information like 

below. By clicking View documents you can view and download documents linked to the opportunity 

that may give you further details and information.  

 

 
 

By clicking on the “Register interest” you are notifying the Council of your interest in potentially 

responding to an opportunity. The opportunity will now appear in My Proposals & Quotes section. You 

will be able to return to any quotation or tender opportunity on the system from My Proposal & Quotes 

section. 

 

If the Council has invited you to the opportunity, you do not need to Register interest – the details of the 

opportunity should already be visible to you via the My Proposals and Quotes section. 

 

By clicking the Home button, it will take you back to the portal home page.  
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5.0 My Proposals and Quotes 
 

My Proposals and Quotes is the section where you can view opportunities you have either registered 

interest in or have been directly sent by the Council. This is the place where you will find all tender and 

quotation documents and submit / return your tender or quotation documents and pricing.  

 

You need to click into My Proposal and Quotes 

 

 
 

The Default setting shows All Proposals and Quotes you have been linked to. By changing “All” to 

“Response window open”, it will only show the currently open tenders you can bid on. Click on the 

appropriate opportunity. 
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The Opportunity Summary page contains essential information and actions related to a procurement 

opportunity. Here’s what you need to know: 

 

Key Dates 

• Deadline for Clarification Questions and Closing Date/Time are displayed prominently. 

Make note of these to avoid missing any deadlines. 

 

Click the Documentation button to access all files related to the opportunity (e.g. specifications, 

drawings, and instructions). Documents can be viewed or downloaded from this section. 

 

Use the Message button to contact the Council with any queries regarding the opportunity. 

 

To participate, click the Accept button. You’ll be asked to confirm that you’ve understood and accepted 

the opportunity requirements. 

• Once accepted, the Requirements section becomes editable. 

• The Submit button will appear, enabling you to send your completed submission. 

 

If you choose not to participate, click the Decline button. 

• You’ll be directed to a separate page to provide a reason for declining. 

• Click Confirm to notify the Council. 

 

The Requirements Section is where you respond to questions from the Council. 

• Form of Tender: Submit pricing information and any related cost breakdowns. 

• Pre-Qualification Questions (PQQ): Provide company details and supporting information 

required for evaluation. 
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To start completing your response: 

5.1 Click Accept to confirm your interest in the opportunity. 

5.2 Select a requirement section to view the relevant questions. 

5.3 Click the Edit Response button to enable editing. 

5.4  Click on the first requirement to open it and begin entering your response. 

 

 
 

 

5.5 Fill in, select or attach the information needed for the requirement, once complete click the 

arrow in the top or bottom corner to move to the next requirement question.  
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5.6 Once all required questions have been answered the Completion Status bar at the top of the 

page should be at 100% and by clicking save the system will return you to the submission 

requirements section. 

 

  
 

To check that the section is complete:  

• The completion status bar at the top should show 100% when all requirement questions have 

been answered. 

• The status flag on the right should be yellow to indicate completion. 

• If the flag is red, it means one or more requirement questions are incomplete, and the status bar 

will not reach 100%. 

• Click Back to Summary if everything has been completed. 
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5.7  On the summary page, the requirement section should be shown as 100% complete. You then 

need to click on the next Requirement section and follow the same steps to complete the 

section.  

 

 
 

5.8 Once all requirements are shown as 100% complete, you can submit the proposal. To submit 

the proposal, click the submit button.  
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5.9  The Submit Responses box will open; by clicking confirm it will mark all your responses as 

"Completed", register your submission and send you a submission confirmation email. Note that 

you can still edit your responses within the defined response window. Any saved changes to 

your responses will be automatically submitted - you do not need to click "Submit" again. 
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6.0 Message Centre 
 

The Message Centre is where all correspondence related to opportunities is stored. No communication 

regarding opportunities should take place directly with Council staff outside of this system. 

 

If you have any questions or require clarification about an opportunity, go to the My Proposals and 

Quotes section, find the relevant opportunity, and use the Message button to contact the Council. 

 

To notify you of a new message on the portal, an email will be sent to the email address listed in your 

Company Details section. These emails will be titled Douglas City Council followed by the type of 

message, and, if related to a project you are registered for, will include the name of the opportunity. 

 

For example: 

"Douglas City Council - New Message Received on Supply of 2 x 5.2 Tonne Hoist Vehicles" 

 

The email will contain a link that takes you directly into the Message Centre to view and respond to the 

message. 

 

If you are in the Portal home page, click on Message Centre.
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All communications related to the opportunity are stored in the Message Centre and are not deleted. 

• Unread or new messages will appear in bold for easy identification. 

• When you open a message, you will be prompted to confirm read receipt. 

• If the message includes any attachments, they will be displayed at the bottom of the message 

under Message Thread Attachments. 

 

 
 

 

To reply to a message in the Message Centre, click the Reply button located at the top of the message. 

Any further queries or responses will appear as part of the ongoing message thread, allowing you to 

view the complete conversation history. Once your message is sent, a yellow box with a green tick will 

appear at the top of the message confirming Success: Message Sent. 

 

 
 

Please note that if the deadline for clarification questions has passed for an opportunity, you may 

not receive a response to your message. 

 

You can find the clarification deadline by: 

• Going to the My Proposals and Quotes section on the portal home page. 

• Clicking on the relevant opportunity to view the details. 
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7.0 Further Support  
 

Should you have any questions or require assistance with the registration process, please do not hesitate 

to contact the Atamis support team by Phone: 029 2279 0052 or E-mail: Support@atamis.co.uk as they 

deal with all registration and login details.  

 

If you have any questions or require clarification about an opportunity, go to the My Proposals and 

Quotes section, find the relevant opportunity, and use the Message button to contact the Council. 

 

If you have forgotten your password, from the Log in page, click Forgot your Password? and enter your 

email address in the Username box. Click Continue and you will be emailed instructions on resetting 

your password. Note the email will be addressed from Salesforce.com. The email goes out immediately 

so please check spam and junk folders if it does not reach your inbox. 

 

If you have any other issue regarding the Atamis system, please get in touch with your current Council 

procurement contact. If you do not  have one then please contact the Digital and information Services 

team on 01624 696410 or E-mail: Digitalservices@douglas.gov.im  
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