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Guidance — Customers
Procurement Helpdesk System

The Procurement Helpdesk is a tool designed to be one of the methods of communication between
the Trust and Procurement. Please note this replaces the generic procurement email address
previously used and should be the method for any queries related to eprocurement or where you
are unsure of who to contact within PPS.

1. Telephone Enquiries - 020 3322 1935 between 09:00 and 17:00 Monday to Friday

e Please call the number and choose the option for your Trust

e One of our PPS team members will answer the call to deal with your enquiry or you will be
held in a queue and then directed when a PPS team member becomes free

e Your query will be raised by the PPS team and logged on the system where you will receive a
notification with the notification number

e You can track your enquiry by clicking on the link in the email, or for ease, please register on
the system where you will be able to keep track of your existing enquiry as well as all your
historical logged enquiries.

2. Raise an Enquiry — Online

e You can log your query online at: http://nhspps.uk
o Simply click “Contact” at the top of the page and then complete the fields below to log your
enquiry or click “Log Enquiry” on the bottom left.

.\ ST

Contact Us



http://nhspps.uk/

"
/
| Level 2 Kenwood Wing

Whittington Health
' Procurement Magdala Avenue
Service ooy

e |f you regularly raise enquiries, then it’s easier to register. This can be done by clicking
“Register” in the top right hand corner and then completing the details requested:
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Register.

Create a new account

e Once this is completed, you will receive an email alert to advise you have registered and will
need to validate the account.
e You are then able to log in and view your queries online.

3. Logging an Enquiry

e Onceyou are logged in, click “Contact” and then “Log Enquiry” to log your enquiry

e This will automatically retrieve your profile and complete your personal details

e Please ensure that you complete the additional fields and in particular the “Category” your
query relates to and “subject” (this will make searching for your enquiry easier in future)

e C(Click “Submit” to submit your enquiry

e Please note that attachments are not able to be attached until you have submitted your
initial enquiry and it is assigned to someone in procurement (this is for security reasons)
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4. \Viewing Enquiries

Once you are logged in, click “Contact” and then “My Enquiries” to view a list of all your
enquiries

You are then able to see a full audit trail of your logged enquiries

Click into each enquiry to see the details

Once logged into the enquiry, attachments can be added and all responses can be viewed
In order for you to find enquiries more quickly, ensure you complete “Subject” when logging
an enquiry and this is then visible in the list of enquiries

To filter your enquiries, click on the button next to “And” (circled in red below) which will
result in the sub filter box shown below.

You can search by any of the fields in the columns below (ie: SLA/Enquiry Number/Date/Full
Name/Category/Subject/Assigned to/Status) if you have completed this field on your initial
query

To clear an enquiry, Click on “X” next to the sub filter and click “Apply”.



.’3 ![ ners Level 2 Kenwood Wing

Procurement gk
Service fongn

My Enquiries use this page to view current and previous enquiries raised

Filter
— B_-' :
ELA » | Corisea TEET LI
Coftani
Apply e St
Fisinin
Eradyiie
ExaTo
Fiplg.aTe
Drmg » coburnn 1t polumn
Gt Than
LanaThan
ar b Crgater TrasTrE g aTe ci' Rafush | :? H E
SLA Eny  LessThanCrEquaiTo Fuall o Catagery Sultject Adgigned To Saatk
@8 i Sewen Lymctuay Ficiay - asaEa] Cizasd
P Bt
(=15 ] A r— Lyl iy T¥ ey TEST = DO ROT ACTEON L vty F iy Chvaaps
an - PigtpEmpty Lyndsary Flanie; e TEST MOTIFECATIONS Srmnis Rng Chosed
il
a8 Tl yndsay Saniy Cxhasr TEST Eas Mhan Cloasd
Sl s OSTT B0 Lymchuary Figiey =% TEST GENESS Sareg Belirat ="
[212] 2B AT T 1Dek AT Eynctuary Sy Approval Enguiry TEST Preariaat Ton! Cicasd

e  Where an enquiry has been closed, it can be reopened if there is more information required.
You can do this in two ways — Either:

Click the link in the email alert:

Happy with response?

We'd love to have your feedback on how your enguiry was handled by our support team.
Please rate this enquiry out of 5 by clicking one of the three faces below that represent
your experience.
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Don't agree?

If you don't agree this enquiry should be closed for any reason, you can reopen it at any
time by clicking here: Reopen Enguiry

Or simply post a response in the box and click “Submit”. This will automatically reopen the
enquiry.
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5. Sending an enquiry via email

e Itis possible to send an enquiry via email to helpdesk@nhspps.uk

e This allows you to submit your enquiry, however should be used if only a small quantity of
queries are raised. By registering, you will be able to see the log of all your previous and new
enquires.

e IMPORTANT: When sending an email to the helpdesk please ensure that no other person is
copied otherwise if “reply all” is clicked, duplicate enquiries will be raised.

e If you require information to be sent to other colleagues in your trust, please do this outside the
helpdesk tool and via a separate email/conversation — the helpdesk should be used to liaise
with procurement only.

If you are aware of the appropriate colleague in procurement — you are also able to email
directly to this colleague.
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