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[bookmark: _Toc224657932]Introduction
When a user registers on the sustainable procurement tools website with an organisation name that hasn’t been used before, a new organisation is created. As the first and only user of this organisation, they automatically become the local administrator for that organisation. 

As the local administrator they will be required to activate new user accounts for their organisation. This enables an organisation to self-manage their own instance and users.

Local administrator accounts must be activated by a site administrator before they can login for the first time. Site administrators receive system generated notification of registrations and when new organisations are created. Please note that there may be a slight delay between registration and account activation, to allow a site administrator to validate accounts. New local administrators will receive an email from a site administrator when their account has been activated, and only then can they login.

Users are required to register with their organisation so they can be associated with their colleagues allowing collaboration, this also enables local administrators to manage their own organisation and users. New user accounts that create a duplicate organisation when they register will be moved into the existing organisation by site administrators.

[bookmark: _Toc224657933]Help and support
There are a number of user guides and short videos available on using the tools, these are available from the User Guides, Videos and other resources page.

Any enquiries regarding the website including registration and account activation queries should be directed to the site administrators at: scottishprocurement@gov.scot' 


[bookmark: _Toc224657934]Managing user accounts
Once you have logged in with the credentials you registered with you can manage your organisations user accounts. For help to register and login, please see the Register and login user guide or video.

From the landing page click on the User List link at the top right of the screen:
[image: A screenshot of a computer program

AI-generated content may be incorrect.]Clicking on the User List shows the users in your organisation: 

[image: A screenshot of the user list menu on the sustainable procurement tools website. The menu shows all the users and their account information]

If you can access the above page, you are a local administrator for your organisation. The user list is only available to administrators. From here you can: 
· search for users using the search box
· sort by each field for example by Name or Username so users appear in ascending (A to Z) or descending (Z to A) alphabetical order 
· change a user’s password
· add a note to a user’s account.

[bookmark: _Toc224657935]Activate a new user 
[bookmark: _Toc197679130]You should have received a system generated e-mail notifying you of a new registration and to activate their account. Please see the following example:

[image: A screenshot of the email you will receive as an administrator when a new user joins. It shows the users name, the organisation they joined and instructs the admin to activate them.]
These e-mails may get caught in the spam folder in your mailbox, please check it regularly.

When a new user registers, they will receive a system generated message

[image: This is a screenshot of the system generated message that a user will receive upon registering. It instructs them to wait for activation by their groups admin and to not attempt to login before this is done. ]
[bookmark: _Hlk196838489]The new user account will appear in your User List. Look for the user you wish to activate and click on the green Set Active button:

[image: A screenshot of the user list that an admin will see when checking the registered users within his organisation. The list shows the names, emails and the status of the accounts being either active or inactive alongside their admin status and access to Elearning.]

The status of the user will change to Set Inactive: 
[image: A screenshot of the user list that an admin will see when checking the registered users within his organisation. The list shows the names, emails and the status of the accounts being either active or inactive alongside their admin status and access to Elearning.]

To make a user account inactive click on the red Set Inactive button


[bookmark: _Toc198035227][bookmark: _Toc198035378][bookmark: _Toc224657936][bookmark: _Hlk198037372]Grant or revoke user access to the tools
A local administrator can grant or revoke access to each tool (Flexible Framework, Prioritisation Tool and Sustainability Test) for individual users. 

From the User List page look for the relevant user. Click on the red Revoke Access button to restrict access[image: A screenshot of the user list that an admin will see when checking the registered users within his organisation. The list shows the names, emails and the status of the accounts being either active or inactive alongside their admin status and access to Elearning.
This image has a red arrow pointing to the button that either grants or revokes access to the sites eLearning ]

To give a user access to one of the tools click on the green Grant Access button.

[image: A screenshot of what a user will see if they attempt to access elearning they do not have permission to access. The screen shows an access denied screen with red highlighted text.]Users who do not have access to a tool will receive an Access Denied message with a link to the Contact Admin page so they can e-mail their local administrator to request access:
[image: A screenshot of the list of admins that displays when you click the organisation admin link. This will show all the registered admins in that organisation alongside their emails for contact ]Clicking on the organisation admin link above takes the user to their list of administrators:


[bookmark: _Toc224657937]Set default organisation access permissions to the tools
Local Administrators can set default access for new user accounts. This sets permissions automatically to block or allow access to each tool (Flexible Framework, Prioritisation Tool and Sustainability Test). 
[bookmark: _Hlk198033879]From the User List page click on the defaults link located above the list of users:

[image: A screenshot of the user list for an example organisation. This screenshot has a red arrow pointing to the defaults link mentioned above]
[image: A screenshot of the default organisation access permissions page. It has two arrows pointing to each list either under granted or blocked]This takes you to the Default Organisation Access Permissions page. You can set the default access you wish to apply to your organisation by clicking on Granted or Blocked, and then Save: 



[bookmark: _Toc224657938]Make a user an administrator
Administrator rights can be given to additional users or be transferred to another user. There should always be at least one administrator in your organisation, and it is good practice to have more than one administrator, where this is possible.
[image: A screenshot of the user list that an admin will see when checking the registered users within his organisation.
It has two arrows pointing to the 'make admin' button, this button when pressed with either grant or remove an accounts admin status]


Click on the green Make Admin button. The user’s status will change to Revoke Admin.
To revoke a user’s administrator rights, click on the red Revoke Admin button.


[bookmark: _Toc198037307][bookmark: _Toc198037390][bookmark: _Toc224657939]Change a user's password
A user can reset their own password by using the Forgotten Your Password function from the login screen.

[image: A screenshot of the login screen that a user would see when promoted to login there is also a section below for users who have forgotten their passwords. 

There is a red arrow pointing to the text box that a user would need to insert  their email to receive a reset password link.]
[image: This is an example of an email that a user would receive when asking for a password reset.

It mentions the nature of the request and provides the user a link to follow to reset their password.]

Once the user has input their email address and clicked on the Get Password box they will receive an email with a link to reset their password.

The user clicks on the link within the email and inputs a new password.


The local administrator can also change a user’s password from the User List page.

[image: A screenshot of the sustainable procurement tools main menu.

There is a red arrow pointing to the User list link at the top right of the screen.]

From the User List page click on the blue Edit button next to the relevant user 
[image: A screenshot of the user list menu on the sustainable procurement tools website.

It has a red arrow pointing to the 'edit' button where you can change a users password as an admin.]

This will take you to the Edit User page. Input a new password, duplicate the new password in the Confirm Password field and then click on the blue Save button.

[image: A screenshot of edit user menu, this menu is seen by admins when editing a users account.

There are two red arrows pointing to the text boxes labelled Password and confirm password.

There is also a red cirlce around the save button at the bottom of screen.
]

Any feedback can be sent to scottishprocurement@gov.scot
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Select from the following tools:

Flexible Framework Assessment Tool

“This tool allows an organisation to determine and implement relevant actions that will embed good procurement practice and realise intended sustainable outcomes.

Prioritisation Tool

“The prioritisation tool is a self-assessment tool designed to assist early stage strategic planning through the consideration of economic, environmental and social well being, and brings
a standard, structured approach to the assessment of spend categories. It helps to ensure appropriate focus on identified priorities within public bodies and category / commodity
planning.
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User List for Organisation A

All Active users listed below can view and edit all your content.If you make a user inactive here, they wil no longer be able to view or edit your content. Only Admin users can view this
list and manage the rights of other users.

New users to your organisation are given a default set of access permissions automatically. You can set these defaults here
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PLEASE NOTE: You WILL NOT be able to login right away after you register. An administrator must activate your account first. The administrator for your organisation will email you

‘when your account has been activated. Please DO NOT try to login before receiving this, you will receive an error message, and repeated attempts may result in the account being
locked.

Login / First time Registration

If you are the first user of a new organisation you automatically become the administrator for that organisation. You will be required to activate new user accounts for your
organisation.

Any queries should be sent to: scottishprocurement@gov.scot

Registration

Thank you for registering.

You Are Almost Done

'You WILL NOT be able to login until your account is activated by an Admin for your organisation.
You should receive an email from them when this has been done.

Please DO NOT try to login before you receive notification that your account has been activated as this could result in the account being locked.
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User List for Organisation B

All Active users listed below can view and edit all your content, If you make a user inactive here, they will no longer be able to view or edit your content. Only Admin sers can view this
list and manage the rights of other users

New users to your organisation are given a default set of access permissions automatically. You can set these defaults here
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User List for Organisation B

All Active users listed below can view and edit all your content. If you make a user inactive here, they will no longer be able to view or edit your content. Only Admin users can view this
list and manage the rights of other users

New users to your organisation are given a default set of access permissions automatically. You can set these defaults here
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To User A Tue 20/

(@ We removed extraline breaks from this message.
Dear User A .

‘We received a request to reset the password associated with this email address. If you made this request, please follow the instructions below.
(If you did not request to have your password reset you can safely ignore this email.)

Please click the link below to access your account and reset your password:

http://sustainableprocurementtools.scot/index.cfm/

If clicking the link doesn't seem to work, you can copy and paste the link into your browser's address window, or retype it there. Once you have returned to Scottish Procurement,
you can then access your account and reset your password

Thanks for using Scottish Procurement
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Select from the following tools:

Flexible Framework Assessment Tool

“This tool allows an organisation to determine and implement relevant actions that will embed good procurement practice and realise intended sustainable outcomes.

Prioritisation Tool
The prioritisation tool is a self-assessment tool designed to assist early stage strategic planning through the consideration of economic, environmental and social well being, and brings.

a standard, structured approach to the assessment of spend categories. It helps to ensure appropriate focus on identified priorities within public bodies and category / commodity
planning.

Life cycle impact mapping

Every product and service has a lfe cycle’ or number of stages it goes through: obtaining raw materials; manufacturing and logistics; use of products or works and the delivery of
services; re-use/re-manufacture and final disposal. Life cycle impact mapping (LCIM) is used to identify and assess the social and environmental impacts of these stages.

Life cycle impact mapping (LCIM) is designed to be a gateway into the sustainability test assessment. It is recommended that users complete LCIM before undertaking sustainability

test. LCIM is located within the sustainability test tool

Sustainability Test

‘The sustainability test is a self-assessment tool designed to help buyers embed relevant and proportionate sustainability requirements consistently in the development of contracts and
frameworks. it can be used in isolation or by reference to the results of prioritisation assessment, where undertaken.

Itis recommended that users complete Life cycle impact mapping as an ‘sasy way' into the sustainability test assessment,
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