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[image: To use the tools you must fist register.
1) Click on First Time Registration][image: A screenshot of the Sustainable Procurement Tools main menu screen. It has a red arrow pointing to the first time registration link.]



[image: Please Note:

You will not be able to login right away, as an administrator must activate your account first. The administrator for your organisation is automatically notified that a new user has registered.

If you are the first user of  a new organisation you will automatically become the administrator for that organisation, but you will still require activation for yourself by a site admin which may take around 1 day. You will be required to activate new user accounts that join the organisation.][image: 2) Fill out the registration form with your details - Name, sector (optional) , organisation, email, password 

3) Click on Register

A list of registered organisations will appear as you start to type the name of your organisation. Select the appropriate organisation from the list, or where necessary type in a new organisation.

When doing either please refrain from typing abbreviations or acronyms of your organisation instead using the full name.  ][image: A screenshot of the sustainable procurement tool register and login page. It displays the different information boxes that are required to be filled in with information to register an account]
[bookmark: Login]






 Return to Contents
PLEASE NOTE:

You WILL NOT be able to login right away, as an administrator must activate your account first. The administrator for your organisation is automatically notified that a new user has registered.

If you are the first user of an organisation you will automatically become the administrator for that organisation, and you will be able to log in right away. You will be required to activate new user accounts for your organisation.

[bookmark: _Toc191566664]To login

[image: To use the tools you must login.

Once you have registered and your account has been activated you can login

1) Click on Login ][image: A screenshot of the sustainable procurement tools main menu. There is a red arrow pointing towards to the login link at the top right of the screen.]



[image: 2)Input your email address (username)
3)Input your password
4)Click on Login][image: A screenshot of the sustainable procurement tool login menu. It shows the boxes the users must input their email and password.]

[image: Please Note: You will receive an error message if you try to login before your account has been activated ]





Any feedback can be sent to scottishprocurement@gov.scot
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[image: If at any point you forget your password you can enter your email into the section highlighted below and you will receive a link to reset your password.][image: A screenshot of the sustainable procurement tool login menu. It shows the boxes the users must input their email and password. It now has an arrow pointing to the forgotten password section  ]





[image: Input your new password into the lines below and login with your new password][image: A screenshot of the sustainable procurement tools website. The page is showing the menu used for users to reset their passwords ]


If you experience any issues or queries about registration or logging in contact scottishprocurement@gov.scot
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| To use the tools you must first register.
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Login / First time Registration

These tools have been designed to help public sector organisations identify and address how they can optimise the economic, social and environmental outcomes of their procurement
activity. To access the tools please login or register. Queries or feedback can be e-mailed to: scottishprocurement@gov.scot

Flexible framework assessment tool

The flexible framework assessment tool is used to assess current level of performance and the actions required to embed good procurement practice to realise intended sustainable
outcomes.

Prioritisation tool

The prioritisation tool is designed to assist early stage strategic planning, and brings a standard, structured approach to the assessment of spend categories.

Sustainability test
The sustainability test is designed to help embed relevant and proportionate sustainability requirements in the development of frameworks and contracts. It can be used in isolation or

by reference to the results of prioritisation assessment, where undertaken.

Life cycle impact mapping (part of Sustainability test)

Life cycle impact mapping is used to identify and assess the social and environmental impacts of raw materials, manufacturing and logistics, use and disposal or end of life
management. Every product and service has a 'life cycle’ or number of stages it goes through: the extraction and sourcing of raw materials, such as mining; the transportation of sub-
assemblies and parts, often through a global supply chain; the use of products or works and the delivery of services; the re-use, recycling, re-manufacture and final disposal of materials.

Sustainable Procurement Guidance

This guidance supports the sustainable procurement duty tools to help public sector organisations embed sustainability into their procurement processes.
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PLEASE NOTE:
‘You WILL NOT be able to login right away, as an administrator must activate your account first.
‘The administrator for your organisation is automatically notified that a new user has registered.
If you are the first user of a new organisation you will automatically become the administrator for
that organisation, but you will still require activation for yourself by a site admin which may take
around 1 Day . You will be required to activate new user accounts that join organisation.
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2) Fill out the registration form with your details —
Name, Sector (optional) Organisation, email,
Password

3) Click on Register

Alist of registered organisations will appear as you
start to type the name of your organisation. Select
the appropriate organisation from the list, or where
necessary type in a new organisation.

When doing either please refrain from typing
abbreviations or acronyms of your organisation
instead using the full name.
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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

1f you are the first user of a new organisation you automatically become the administrator for that organisation, and you will be able to log in right away. You will be required to
activate new user accounts for your organisation.

Register
Enter your email address as your username, and choose a password.

Name

Sector
Select. v

Organisation
Email

Password

Vourpassword should be a minmurm o sight characters long. Do not use the same paseword a6 you use anywhere lse. Use.
of  password manager 1o generate and store secure passwrds s ncouraged

Confirm Password

16:01
16/09/2020

@





image6.png
To use the tools you must login.

Once you have registered and your
account has been activated you can
login

1) Click on Login
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2) Input your email address (Username)
3) Input your password
4) Click on Login
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Login / First time Registration

Log in
Please Log In
Email

Email

Password

Forgotten Your Password?

Enter your email address and we'l send you a ink to reset it

Email

Get Password
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PLEASE NOTE:

You will receive an error message if you try to login
before your account has been activated
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If at any point you forget your password
you can enter your email into the
section highlighted below and you will
receive a link to rest your password
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Input your new Password into
the lines below and login with
your new password
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My Tools | User Account | Contact Admin | Logout

Reset password
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