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Access to your catalogue entries on the CloudStore

How do | log-on?

To edityourservices onthe CloudStore youwill need tologinto oursuppliersite. Access for this
can be found by clicking on the Edit my CloudStore services link at the bottom of the CloudStore
homepage orclicking on the following link:

https://suppliers.govstore.service.gov.uk/index.php/admin

Existing G-Cloud suppliers

If you are an existing supplier on G-Cloud your login will not be updated when we update the
CloudStore, soyou should continue to use the same userID as before. If you are unsure of what
thisis, then please send an email to enquiries@gcloud.cabinet-office.gov.uk and put "Suppliersite
loginreset"inthe subjecttitle andinclude yourfullorganisation name, contact details and the
email address of the person youwould like toregisterasauser.

New G-Cloud suppliers

We have created an account for you based on the contact email address thatyouincluded as part
of yourtendersubmission. Your user name is not case sensitive.

You will need toresetyour password at first

logon. To do this, clickon the “Forgot your Log in to Admin Panel

password?” button, enteryour contact email © 1 therc 5 anaccount associated with golosd@emai.com you wil receive an
address (fromyourtendersubmission, i.e. el it 2 inketo resetyur passware.

the same as your username) and then click
the “Retrieve Password” button. You should e =
only click this once and then wait until you

see the message as perthe boxright. You will

receive an email to enable you to reset your password and log on. Passwords should be atleast 7
characters, contain a combination of alpha-numericand are case sensitive.

User Name: Password:

What should | do if | still can’t get access? What should | do if | want to
change my email address, or add new users?

If you have gone through the process above and are unable to gain access to your CloudStore
catalogue entries, oryou would like to change the contact email address, oradd additional users,
then please contact us at enquiries@gcloud.cabinet-office.gov.uk forassistance, stating clearly

yourissueinthe subjectline, e.g. “login not working”, “new userrequest”, and includeyour
currentuser name or company, etc.

What can | change in the CloudStore?

Whenyou login, thefirst page displays all of your servicesthat have been uploaded intothe CloudStore.

Catalog Suppliers | Workflow @ Get help for this page
— | |
Manage Products
Page 1 of1pages | View |20 |v| perpage | Total1records found | EY Nofify Low Stock RSS ::
Select All | Unselect Al | SelectVisiole | Unselect Visibie | 0 items selected Actions v :

D L Name Type Attrib. Set Name  SKU Price aty Visibility  Status Action
Any v From: v v From: From: v v
To: To: To:
In: GBP |v

O 966 On Demand Help Simple  Saas 2.62.100.100 £58.00 1000001 Catalog Enabled Edit
Product Search
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There are three tabs at the top lefthand side of the page:

1. “Catalog”: thistakesyou intothe Manage Products page which shows you the overview of all
of yourservices

Suppliers: this takes you into the Manage Suppliers page

Workflow: this takes youinto the Workflow Notifications page

What can | do under “Catalog”?

Under thisfunctionyou canview and edityourservices. Yourservice entry is made up of various
different sections that have been pre-populated with the information you provided at the time of

tender.

“Manage Products” displays each of the services which are associated with you as a supplier—it
will show the:

ID: thisis an internal reference numberthatthe CloudStore has allocated toyourservice.

Name: this isthe service name that you have giventoyourservice whenyou submitted it
for tender.

Type: thisisa standardfield in the CloudStore and all products are classed as “simple
product”.

Attrib. Set Name: thisis the Lot or category that your service was tendered under —the
four Lots are SaaS, laaS, PaaS and SCS.

SKU: each service hasbeengivena“SKU” or Service ID. This indicates the active G-Cloud
framework [the first ‘'n’]; the original framework the service was submitted under [the
second ‘n’]; the supplieridentifier and service identifier. For Giii service the numberlooks
like this - n.Gn.xxx.xxx (e.g. 3.G3.100.100) and you cannot change these. We have updated
the format of the SKU for G4 so that we can improve consistency and all G4 services will
have the following format - n.Gn.xxxx.xxx (e.g. 4.G3.0100.100).

Price: thisis the price that you submitted attenderforyour service.

Qty: thisis a standard fieldinthe CloudStore and all services have been given a gty of
1000001.

Visibility: thisis a standard field and all services will say catalog, search.

Status: this should show as “enabled” forall Giii and G4 services; if this shows as “disabled”
then please contact enquiries@gcloud.cabinet-office.gov.uk for furtheradvice.
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- How do I edit my services? What fields can I change?

Product nformation To edityourservices or “products”, click on the “Edit” link or click onthe
e service directly. Once opened, you will seeaside-bar menu, which will vary
ieainomator dependingonthe category of yourservice (i.e. 1aaS, Saas, Paas, SCS).
Images
_ *“;E‘.‘?““” .............. You can change any editable field. Fields have three statuses within the
e CloudStore:
o
o oo s e Restricted: only the Government Procurement Service (GPS) or G-Cloud
O teams can modify (these are greyed out)
gmét;til“n‘ e Editable/Approval:the field can be edited, but will need approval from
S the GPS of G-Cloud teams

Content

Saas Unlisted Senvice

--------------------- e Editable:thefield canbe edited and does notrequire any approval

Saas Email Gateway

Saas Search

| e Click onthe “General” tab to edit your Short Descriptionfield. Please note, the
e contentinthe Description field does not display in the CloudStore, this is used
e forsearch and indexing and we recommend that you keep this the same as the
SEorERTaE Short Description.The functionis currentlydisabled, so you will

Baas Documents Records And

not be able toinclude line-breaksor bullets within your short description.

Can | upload my company logo?

Yes, you are able to upload company and product specificlogos by clicking on the “Images” tab
within each service, and then uploading yourimage file(s). Please upload jpg files and asquare
image (max 1000 x 1000). Click the radio buttons to choose where you would like each logo to
display. Todisplay the logo on the search results page, please select “small image”. Forthe detailed
service page, also select “base image”.

Can | change the category of my service?

You can change the subcategory and thisis subjectto GPS approval. You cannot change the main
category (laaS, PaaS, SaaS or SCS) as this would be a material change andis not allowed underthe
terms of the Framework Agreement.

How do I upload additional documents? Can I change any of my documents?

All the documents that you submitted as part of your tenderare linked from your service pages.
From G4 onwards the mandatory documents are Service Definition, Terms and Conditions, pricing
model. If you would like to upload additional documents, such as case studies, then you will need
to submitthese to enquiries@gcloud.cabinet-office.gov.uk for upload.

Any changesto Service Definition(s), Terms and Conditions or Pricing models are subject to
approval. Asa reminder, you are notallowed to make any changes that would materially change
your service offering. If you would like to submit changes to any of these documents then please
submitthese with track changes or a summary of changesto cloudstore @ccs.gsi.gov.uk

What should | do if my Service Definition(s) and Terms & Conditions aren’t displaying in
the CloudStore?

All the files that you submitted as part of yourtender —whetherthis was Giii or G4 are storedin
our documentrepository. If any documents are missing from yourindividual service pages, then get
intouch with us on enquiries@gcloud.cabinet-office.gov.uk referencing the service ID(s) of any
affected services, and we will assist.
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What can | do under the “Suppliers” menu?

Under this function you can view and change your supplierinformation such as supplieraddress,
contact telephone number, email address and add a company description.

What can | do under the “Workflow” menu? When will my changes be displayed?

Under this function you can see any changesthat you have requested, which are pendingapproval
from GPS. Ifthe change does notrequire approval, the change will be released tothe store forthe
nextday. If the change requires approval, the change willbe released to the store the day following
GPS or G-Cloud approval. We aim to approve and release changes as soon as reasonably practical.

What is included in search?

e ServiceTitle

e Descriptionfields

e Datafrom yourdetailed service submission
e ServicelD

e Supplier

How can | ensure my services are shown firstin asearch?

All search results are randomised anditisimpossibleto ensure your results are shown at the top of
a search.

Can | link directly to my services?

Yes, you can include the URL to yourservices or supplier’s page within your website or marketing
material. We reserve the rightto change the URL in the future. However, please note that you are
not able to use the G-Cloud or CloudStore logos or branding.

Framework Agreement

Don't forgetthat an essential part of being accepted onto G-Cloud istosignand return your
framework agreement. This document was sent to you through the GPS eSourcing portal. Itisa
mandatory requirement that each suppliersign and return the framework to GPS.

To do this, please sign, scan and return one copy of the signature page viathe eSourcingtool. Once
you have logged onto your eSourcing account, please select “All” from the drop-down boxinthe
top right hand corner, then click on the View/Respond to RFx button for RM1557iv. Click on the
“RFx Messages” linkinthe header, theninthe message pop-up window click on “Create”, then
“Attachments” and upload your scanned signature page. Once GPS have this, it will be
countersigned by the Managing Director of GPS and a copy returned to you for yourownrecords.

Please notthatyour company will not be able to commence trading until you have signed and
returned the framework agreement to GPS for subsequent signature and this has been completed
by GPS afterthe standstill period has ended.

Frameworks must be signed and returned no later than 30 days following the conclusion of the
standstill period, suppliers who fail to meet this deadlinewill be suspended from the CloudStore.
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