FINANCE I

How To Set Up E-mail Alerts
for Pre-Procurement
Opportunities in Insights

A step by step guide to help you create email alerts for
pre-procurement opportunities based on your criteria
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How to set up e-mail alerts for pre-procurement in Insights

p

First things first, use your login details to sign in to your account. This ensures you can access
all the amazing features we have for you.
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Once logged in successfully, click on the Profile icon in the top-right corner of the page.
From the dropdown menu, select Settings to open your preferences.

@ INSIGHTS Suppliers Buyers My Orpanisation Markets Pre.Procurement Framewh Morices Help 3
=

n Sawed Filtary ¢ St
= Filberby W Dark Mode
Date -
e (7
[= logow
iy Bl e spmen B
Suppbar v
Buyer o H A
1
Market v 1
o i = | -
.

Within the Settings menu, navigate to the Pre-Procurement Alert Profile section and a
similar page will appear on your screen.
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Pre-Procurement Alert Profile

Tender Alert Profile

+= Select pre-procurement favourite buyers := Select pre-procurement favourite categories

Wo favourites specified No favourites specified

This is where you'll be able to configure your e-mail notifications for pre-procurement
opportunities that match your preferences.
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Step 4: Filter by Favourite Buyers and Categories iiilii

To narrow down further your alerts, you can select your favourite buyers and choose specific
categories based on your needs and interests.

i= Select pre-procurament favourite buyers i= Salect pre-procurement favourite categories

No favourites specified Mo favourites specified

Group: Filter by specific groups like Local Government, NHS or Central Government to
focus on particular buyer groups.

Types: Choose the type of buyer, such as London Borough, Ministerial Department or
other relevant buyer types to refine your results.

Buyer: Select the specific name of buyer you're interested in. You can select multiple
buyers, based on your areas of focus.

Salection

Group Type Buyer
(B Central Gawernmant & Oy Regien (B Graater Lendon
() Ecucation 89 London Borough 8 Brking and Dagenharn London Borough Councl
) Locsl Government {8 Metropalitan Councll {8 Barnet London Borpugh Coundll
) Hstional Parks (& shire Counsy (B ety Londan Baraugh Eouncil Importa nt:
.- EGH 1) shire District [ firent Londen Borcugh ounc ,
()Other Local Gov B itary Councl {3 Brombey Landon Borough Counsil Once you've made your
() Wnitary Council (Sectland) G Camden Landan Borough Counil . )
(O sitary Councl (Wales) {5 Crovdon Larson Borough Caunl selections don't forget
[ Ealing Londan Borough Council .
(DEnfield London Barough Countil toclick on App|y to
[ Greenuith London Barough Countil .
D HackneyLondon Beecugh Councd save your choices.

alhmmemn:th and Fulham Landan Barough Councll
[ Haringey Londian Barough Council

(B Hamow London Borough Council

[ Havering London Borough Council

(B Hsinpdon London Borough Counsil

(& Housslow Londen Beeough Council

MR tslingon Londeon Berough Council

Mane Mane Mane
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Market: Choose one or multiple markets that your subscription covers and is related to
your area of expertise. For example, you can select Health & Social Care and ICT & BPO
together or focus on a single market like Health & Social Care.

Categories: Filter by specific categories within those markets for a more targeted
overview.

Selection

Market Category

[ Buildings |85 Acute/Clinical Services

[0 Cutturs & Leisure achildn'm's Health & Social Care

B Health & Sacial Care & Community Care Equipment

[[) Highways &Transpart [ Cermatalogy Importa nt:

IET & BPO (&) Domestic Sexual Abuse :

[0 waste & Ervironment & Drug, Alcohol & Addiction Once youve made your
e selections don’t forget to click
(&3 GP & Primary Care .
9 Heslth & Care Service Transformation on Apply to save your choices.

(&3 Home Care (Eldarly)

(& Home Care (SEN, Disabilities, MH ete]
B Homeless Serviees

|8 Mental Health (general)

(& Orthopedics, MSK & Physio

() Patient Diagnostics & imaging

(&3 Fublic Health (general)

B3 Residential (SEN, Disabilities, MH etc)
B8 Residential Care (Elderly)

™3 5EN & Learning Disabilities (general)

HNene Nene

= -

You can always find detailed explanations of markets and categories in the Help Hub section,
including how categories are defined and organised.
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Step 5: Refine alerts using Keywords Q
Use the Keywords section to add specific terms you want to track in the contract

notifications (eg Cloud, Digital Transformation, ERP). This will ensure you receive alerts
about opportunities related to or containing these keywords.

Keywords Pro Tip: Add as many
relevant keywords as

X | Digitad Transcarnaticn X

possible to ensure you
receive comprehensive alerts
tailored to your interests.

For any abbreviations like “ERP”, make sure to include both the abbreviation and full term
(“enterprise resource planning”) to avoid missing any opportunities.

Step 6: Set Notification frequency

You can personalise your alert settings by choosing how often you’d like to receive your pre-
procurement alerts.

e |
Nunret Monday  Tuesday  Waednesday  Thersday  Friday  Saturday  Sunday

Every day

Custom

Notification frequency: Decide if you'd prefer to receive alerts on weekdays, every
day or set a custom frequency, giving you the ability to select days that work best for
you.
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Finally, make sure to tick the boxes for Emerging Opportunities, General Updates and
Attachment Notifications and then select Only notify me, to receive tailored notifications
based on your preferences.

@ Eeneriing Opportunities

O Maotify ma about all buyars @ Oy notify ma about my favcurite buyers
O Notify me about all categories @ Oniy notify me about my fevourkie categories

. General Updates (e.g. contract awards, project updates et}

D Metify me aboat all buyers @ Owily notify me about my Brvcarite Buyers
O Natify me about all categories @ Oniy notify me about my favcurite categories

. Attachmant Notifications

D Mtidy mi sboat all bupbrs @ Drily sty ene sbout ey Bcarite buybe

This will ensure you get the most relevant and specific alerts.

A

Once you've customised all your alert settings, click Save to activate your e-mail alerts. You'll
now start receiving notifications directly in your e-mail inbox based on the criteria you've
set, keeping you informed about the latest pre-procurement opportunities.
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