
Elevate - Starting New

Projects

Getting started is simple.

This guide walks you through starting new projects with Bloom, via Elevate, our very own

platform. Follow along to submit your request and move your project forward.
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Logging into Elevate

Elevate can be accessed directly from the Bloom website.

1. Navigate to the Bloom website and click "Login", then "Log in to Elevate"

2. On the Elevate login page, enter your work email address.

3. Enter your password.

4. Click "Sign in".

Please watch video in full screen

Don’t have an account?

Please use the links provided on the Login page and submit your details. Your request will be reviewed and access will be provided by Bloom.

Please watch video in full screen

Tips & best practice 

Always use your work email address.

If you're unsure whether you have access, contact Bloom.

FAQs 

I don't have an account: Use the "I do not have an account" option on the login page to request access.

I can't sign in: Check your email and password are correct, and make sure you're using your registered work email.

https://bloom.services/
https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/9c6f7e28-837c-4421-ba21-bd35ace37962.mp4


BECOME NEPO ASSOCIATE

Getting Started: Your Dashboard

7KH�GDVKERDUG�SURYLGHV�DQ�RYHUYLHZ�RI�\RXU�SURMHFWV�DQG�NH\�DFWLRQV��KHOSLQJ�\RX�SULRULWLVH�\RXU�ZRUNORDG��7KH�LQIRUPDWLRQ�GLVSOD\HG�LV�EDVHG�RQ�\RXU�EX\HU�DFFRXQW�SHUPLVVLRQV�

UROH��DQG�SURMHFW�LQYROYHPHQW�

OVERVIEW

2Q�WKH�GDVKERDUG��\RX�ZLOO�VHH�DQ�RYHUYLHZ�RI�SURMHFWV��WDVNV�ZLWK�FRUH�VWDWXVHV�DQG

TXHULHV�

REVIEW

<RX�FDQ�UHYLHZ�

��7DVNV�WDEOH��VKRZLQJ�WKH�WRS���XUJHQW�WDVNV�WKDW�QHHG�\RXU�DWWHQWLRQ��VRUWHG�E\

GHDGOLQH��FRPELQLQJ�1HZ�3URMHFW�5HTXHVW�DQG�LQ�GHOLYHU\�WDVNV�

��1RWLìFDWLRQV�RI�QHZ�TXHULHV��UHVSRQVHV��UHDVVLJQPHQWV�DQG�XSGDWHV

�b5HYLHZ�SURMHFWV�WKDW�DUH�FORVH�WR�WKHLU�HQG�GDWH�RU�DUH�QHDUO\�RXW�RI�EXGJHW

&OLFN�RQ�DQ\�WDVN��TXHU\�RU�SURMHFW�WR�JR�VWUDLJKW�WR�LWV�GHWDLOHG�YLHZ�

7LSV�	�EHVW�SUDFWLFH 

7KH�GDVKERDUG�WDVN�.3,V�VKRZ��2YHUGXH����'XH�7RGD\���DQG��'XH�7KLV�:HHN��

.HHS�\RXU�WDVNV�XS�WR�GDWH�WR�HQVXUH�DFFXUDWH�YLVLELOLW\�

5HVSRQG�WR�TXHULHV�SURPSWO\�WR�NHHS�SURMHFWV�PRYLQJ�

5HJXODUO\�UHYLHZ�H[SLULQJ�SURMHFWV�WR�DYRLG�ODVW�PLQXWH�LVVXHV�



%(&20(�1(32�$662&,$7(

New Project Request Feature

/HDUQ�KRZ�WR�FUHDWH�D�QHZ�SURMHFW�UHTXHVW�E\�IROORZLQJ�WKH�VWHS�E\�VWHS�TXHVWLRQ�MRXUQH\��<RX�PXVW�EH�ORJJHG�LQ�DV�D�%X\HU�DQG�KDYH�DFFHVV�WR�WKLV�IHDWXUH�

2SHQ�GDVKERDUG�RU�SURMHFWV�SDJH�DQG�VHOHFW��1HZ�3URMHFW�5HTXHVW��EXWWRQ�

(QWHU�WKH�SURMHFW�WLWOH��DORQJVLGH�DOO�PDQGDWRU\�TXHVWLRQV��ZLOO�KDYH�D�
�QH[W�WR�WKHP��

8SORDG�FOHDU�DQG�DFFXUDWH�VSHFLìFDWLRQ�DQG�VXSSRUWLQJ�GRFXPHQWV�GXULQJ�WKLV

SURFHVV�b

7KH�PD[LPXP�XSORDG�VL]H�LV����0%�

8VH�WKH�SURJUHVV�EDU�WR�WUDFN�FRPSOHWLRQ�RI�WKH�UHTXLUHG�TXHVWLRQV�E\�VWDJH��<RXU

DQVZHUV�DUH�VDYHG�DXWRPDWLFDOO\�DV�\RX�QDYLJDWH�EHWZHHQ�VHFWLRQV�ZLWKLQ�WKH�VDPH

VHVVLRQ��\RX�FDQ�HLWKHU�VDYH�WKH�GUDIW�WR�FRPSOHWH�ODWHU�RU�VXEPLW�IRU�DSSURYDO�LI�DOO

PDQGDWRU\�TXHVWLRQV�DUH�DQVZHUHG�

,I�\RX�KDYH�SUHVVHG��6DYH�DQG�([LW���\RX�ZLOO�WULJJHU�D��6XEPLW�1HZ�3URMHFW�5HTXHVW�

WDVN�ZKLFK�FDQ�EH�IRXQG�RQ�\RXU�WDVNV�SDJH��$�WDVN�LV�JHQHUDWHG�UHPLQGLQJ�\RX�WR

FRPSOHWH�DQG�VXEPLW�WKH�1HZ�3URMHFW�5HTXHVW��7R�UHVXPH��JR�WR�WKH�SURMHFWV�SDJH

DQG�RSHQ�WKH�GUDIW�b

6WDNHKROGHUV�DGGHG�GXULQJ�WKH�GUDIW�VWDJH�FDQ�YLHZ�WKH�GUDIW�

,I�\RX�SUHVVHG��6XEPLW���\RX�ZLOO�ìQG�WKH�IRUP�LQ�3URMHFWV��DV�ZHOO�DV�LQ�WKH�7DVNV�EDU�

,I�\RXU�RUJDQLVDWLRQ�UHTXLUHV�LQWHUQDO�DSSURYDO��WKH�UHTXHVW�PRYHV�WR�%X\HU�$SSURYDO

ìUVW�DQG�DQ�DSSURYDO�WDVN�LV�WULJJHUHG��3OHDVH�VHH�VOLGH���LI�WKLV�LV�DSSOLFDEOH�

2WKHUZLVH��%ORRP�UHFHLYHV�D�QRWLìFDWLRQ��\RXU�VXEPLWWHG�DQVZHUV�DQG�XSORDGHG

VSHFLìFDWLRQV�EHFRPH�YLVLEOH�WR�%ORRP�WHDPV��DQG�TXHULHV�UHPDLQ�DYDLODEOH�IRU

FROODERUDWLRQ�

New Project Request Step-by-Step Video

3OHDVH�ZDWFK�YLGHR�LQ�IXOO�VFUHHQ

7LSV�	�EHVW�SUDFWLFH 

7RROWLS�JXLGDQFH�LV�DYDLODEOH�WKURXJKRXW�WKH�IRUP�WR�H[SODLQ�ìHOGV�DQG�UHTXLUHPHQWV�

$GGLQJ�GHWDLOHG�	�DFFXUDWH�SURMHFW�LQIRUPDWLRQ�KHOSV�VSHHG�XS�UHYLHZ�DQG�DSSURYDO�

&RPSOHWH�DOO�PDQGDWRU\�TXHVWLRQV�FDUHIXOO\�WR�DYRLG�GHOD\V�

Save drafts regularly if you're gathering information from multiple stakeholders.

Drafts have 90 working days before becoming overdue.

)$4V 

,�GRQ
W�KDYH�DOO�WKH�LQIRUPDWLRQ�\HW��6DYH�\RXU�SURJUHVV�DV�D�GUDIW�DQG�UHWXUQ�ODWHU�

,�QHHG�FODULìFDWLRQ�ZKLOH�FRPSOHWLQJ�WKH�IRUP��5DLVH�D�TXHU\�GLUHFWO\�ZLWKLQ�WKH�1HZ�3URMHFW�5HTXHVW�MRXUQH\��VHH�%�����

&DQ�PXOWLSOH�VWDNHKROGHUV�FROODERUDWH�RQ�D�GUDIW"b1R���VWDNHKROGHUV�DGGHG�GXULQJ�WKH�GUDIW�VWDJH�FDQQRW�DFFHVV�DQG�FROODERUDWH�RQ�WKH�1HZ�3URMHFW�5HTXHVW

,�FDQ
W�VXEPLW�WKH�1HZ�3URMHFW�5HTXHVW��(QVXUH�DOO�PDQGDWRU\�TXHVWLRQV�DUH�FRPSOHWHG�DQG�UHTXLUHG�GRFXPHQWV�DUH�XSORDGHG�

:KDW�KDSSHQV�LI�DSSURYDO�LV�UHMHFWHG"�$�QHZ�VXEPLVVLRQ�WDVN�LV�JHQHUDWHG�ZLWK�WKH�DSSURYHU
V�IHHGEDFN�YLVLEOH��<RX�FDQ�WKHQ�HGLW�\RXU�DQVZHUV�WR�PHHW�WKH�UHTXLUHPHQWV�VHW�IRU

SURMHFW�DSSURYDO���VHH�%�����

https://www.storydoc.com/22f75e2923676481d56bd83c865f63f4/4731d04-3cdb-db68-e68f-face23cdc53/6a4ceaadc90ca48eaca04dcb#internal%20process
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Understanding Your Internal Approval Process

HOW INTERNAL APPROVAL PROCESS WORKS

If your project requires internal approval, you will follow these steps:

7KHUH�DUH�WZR�ZD\V�DQ�135�FDQ�EH�DSSURYHG�

Option 1 – Pre-Approval

7KH�UHTXLUHG�DSSURYDO�LV�REWDLQHG�EHIRUH�WKH�135�LV�VXEPLWWHG��7KH�UHTXHVWHU�XSORDGV�WKH�DSSURYDO�HYLGHQFH��VXFK�DV�DQ�DSSURYDO�HPDLO�RU�VLJQHG

GRFXPHQW��DV�SDUW�RI�WKH�VXEPLVVLRQ��%ORRP�ZLOO�UHYLHZ�WKH�DWWDFKHG�HYLGHQFH�GXULQJ�WKH�LQLWLDO�SURMHFW�UHYLHZ�

Option 2 – Choose an Internal Approver

:KHUH�SURMHFW�DSSURYDO�LV�UHTXLUHG�DIWHU�135�VXEPLVVLRQ�DQG�SULRU�WR�%ORRP�UHYLHZLQJ��WKH�135�LV�DXWRPDWLFDOO\�URXWHG�WR�WKH�XVHU�QRPLQDWHG�DV�WKH

3URMHFW�$SSURYHU��7KH�DSSURYHU�UHFHLYHV�D�QRWLìFDWLRQ�DQG�FDQ�DSSURYH�RU�UHMHFW�WKH�UHTXHVW�ZLWKLQ�WKH�V\VWHP�

Steps:

���6XEPLW�SUH�DSSURYDO�HYLGHQFH�GXULQJ�VXEPLVVLRQ�25

���6HOHFW�\RXU�SURMHFW�DSSURYHU�IURP�WKH�OLVW�RI�XVHUV�LQ�\RXU�RUJDQLVDWLRQ

���7KLV�ZLOO�WULJJHU�D�WDVN�WR�WKH�VHOHFWHG�SURMHFW�DSSURYHU�WR�UHYLHZ�\RXU�DQVZHUV�DQG�WKHQ�UHMHFW�RU�DSSURYH�\RXU�UHTXHVW�

REVIEWING & RESUBMITTING AFTER APPROVER REJECTION

���2SHQ�WKH��6XEPLW�1HZ�3URMHFW�5HTXHVW��WDVN�FUHDWHG�IROORZLQJ�WKH�UHMHFWLRQ�

���5HYLHZ�WKH�DSSURYHU
V�UHMHFWLRQ�QRWHV�DQG�IHHGEDFN�

���0DNH�WKH�QHFHVVDU\�FKDQJHV�WR�\RXU�SURMHFW�UHTXHVW�

���6DYH�DQG�([LW�WKH�1HZ�3URMHFW�5HTXHVW�)RUP

���0DUN�\RXU�DVVLJQHG�WDVN�DV�FRPSOHWH

���7KH�UHVXEPLWWHG�UHTXHVW�UH�HQWHUV�WKH�DSSURYDO�ZRUNíRZ�

7LSV�	�EHVW�SUDFWLFH 

:KHUH�EXVLQHVV�DSSURYDO�LV�UHTXLUHG��(OHYDWH�DXWRPDWLFDOO\�WULJJHUV�DQ�DSSURYDO�WDVN�IRU�WKH�DVVLJQHG�3URMHFW�$SSURYHU��ZLWK�D����KRXU�6/$�

7KH�DSSURYHU�UHYLHZV�WKH�VXEPLVVLRQ�DQG�DFFHSWV�RU�UHMHFWV�LW��ZLWK�WKH�DELOLW\�WR�OHDYH�QRWHV�DQG�IHHGEDFN�

,I�WKH�QRPLQDWHG�DSSURYHU�LV�XQDYDLODEOH��IRU�H[DPSOH��WKH\�DUH�RQ�OHDYH�RU�GR�QRW�KDYH�DFFHVV�WR�WKH�V\VWHP���WKH�UHTXHVWHU�FDQ�

:LWKGUDZ�WKH�135�

5HVXEPLW�LW�ZLWK�D�GLëHUHQW�3URMHFW�$SSURYHU��RU

2EWDLQ�DSSURYDO�RXWVLGH�WKH�V\VWHP�DQG�DWWDFK�WKH�DSSURYDO�HYLGHQFH�ZKHQ�UHVXEPLWWLQJ��XVLQJ�WKH�Pre-Approval�SURFHVV�
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Managing & Viewing Projects

Adding & managing project stakeholders

Prerequisites:

<RX�PXVW�EH�WKH�3URMHFW�2ZQHU�WR�DGG�RU�UHPRYH�SURMHFW�PHPEHUV�

Steps:

���$GG�VWDNHKROGHUV�WR�WKH�1HZ�3URMHFW�5HTXHVW�IRUP�OR

���)URP�\RXU�3URMHFW�6XPPDU\�3DJH��VHOHFW�WKH�WHDP�PHPEHUV�GURSGRZQ�WR�YLHZ�DOO

PHPEHUV�RI�\RXU�SURMHFW

���&OLFN�Í$GG�0HPEHUÎ�WR�VHDUFK�WKURXJK�\RXU�RUJDQLVDWLRQ�OLVW�DQG�VHOHFW�D�3URMHFW

0HPEHU

���$VVLJQ�WKH�3URMHFW�0HPEHU�D�5ROH

���,I�WKHUH�DUH�WZR�PHPEHUV�ZLWK�WKH�VDPH�UROH��WRJJOH�RQ�Í3ULPDU\Î�IRU�WKHP�WR�EH

DVVLJQHG�DOO�UROH�EDVHG�WDVNV�E\�GHIDXOW�

7LSV�	�EHVW�SUDFWLFH 

6WDNHKROGHUV�DGGHG�WR�WKH�IRUP�DUH�DXWRPDWLFDOO\�OLQNHG�WR�WKH�SURMHFW�RQ�VXEPLVVLRQ�

7KHVH�DUH�QRW�DGGHG�RQ�6DYH�DQG�([LW

'XULQJ�WKH�GUDIW�VWDJH��DQ\�VWDNHKROGHUV�DGGHG�YLD�WKH�SURMHFW�VXPPDU\�FDQ�YLHZ�\RXU

1HZ�3URMHFW�5HTXHVW�$QVZHUV�YLD�WKH�VSHFLìFDWLRQ�WDE�

3OHDVH�ZDWFK�YLGHR�LQ�IXOO�VFUHHQ

VIEWING & NAVIGATING YOUR

PROJECTS

Prerequisites:

<RX�PXVW�EH�DVVLJQHG�WR�WKH�SURMHFWV�\RX�ZDQW�WR�VHH��:KDW�\RX�VHH�GHSHQGV�RQ�\RXU

UROH�DQG�DVVLJQPHQW�

Steps:

���2SHQ�WKH�SURMHFWV�SDJH��,W�VKRZV�ERWK�LQ�GHOLYHU\�SURMHFWV�DQG�1HZ�3URMHFW�5HTXHVWV�LQ

RQH�SODFH�

���6HDUFK�IRU�D�SURMHFW�E\�QDPH�RU�3URMHFW�,'�

���2UGHU�WKH�OLVW�E\�D�YLVLEOH�FROXPQ��IRU�H[DPSOH�3URMHFW�QDPH��3URMHFW�,'��3URMHFW�6WDJH�

3URMHFW�6WDWXV��RU�6XSSOLHUV��

���)LOWHU�E\�3URMHFW�6WDWXV�

���&OLFN�LQWR�D�SURMHFW�WR�YLHZ�LW�

���7R�VWDUW�D�1HZ�3URMHFW�5HTXHVW��VHOHFW��1HZ�3URMHFW�5HTXHVW��

7LSV�	�EHVW�SUDFWLFH 

,I�\RX�FDQ
W�VHH�D�SURMHFW��\RX�PD\�QRW�EH�DVVLJQHG�WR�LW��RU�\RXU�UROH�PD\�QRW�DOORZ

DFFHVV�

,I�\RX�FDQ
W�WDNH�DFWLRQ�RQ�D�SURMHFW��\RX�PD\�KDYH�UHDG�RQO\�DFFHVV�

,I�\RX�FDQ
W�ìQG�D�SURMHFW��VHDUFK�E\�QDPH�RU�,'��RU�DGMXVW�\RXU�ìOWHUV�

What happens next:

)RU�1HZ�3URMHFW�5HTXHVW�SURMHFWV��WKH�SURMHFW�VXPPDU\�SDJH�GLVSOD\V�WKH�DSSURYDO�MRXUQH\�DQG�KLJKOLJKWV�WKH�FXUUHQW�VWDWXV�

https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/87c04177-c906-408a-a107-a888a31deb3e.mp4


Managing Your Tasks

Tasks can be seen directly on Elevate.

1. Open the Tasks tab. It shows the tasks assigned to you.

2. Search for a task by task name.

3. Filter tasks by Task Status, Project Status, Buyer, or Supplier.

4. Sort tasks by Task Name, Task Status, Project Status, or Supplier.

5. Click into a task to review and complete it.

6. Secondary to this, the task can also be found within the Project Summary Page

Tips & best practice 

A task goes "On Hold" when a query is raised against it. You can open any on-hold task, and as a buyer you can complete an on-hold task if it's assigned to you - open queries do not

block you from completing it.



RAISING A QUERY RAISING A QUERY WITHIN THE NPR FORM RESPONDING & CLOSING QUERY
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RAISING A QUERY RAISING A QUERY WITHIN THE NPR FORM RESPONDING & CLOSING QUERY

Understanding Queries

Prerequisites:

<RX�PXVW�EH�DVVLJQHG�WR�WKH�SURMHFW�RU�DGGHG�DV�D�VWDNHKROGHU����4XHULHV�DUH�DYDLODEOH

IRU�SURMHFWV�DW�WKH��1HZ�5HTXHVW��VWDJH�RQO\��QRW�'HOLYHU\��DW�1HZ�3URMHFW�5HTXHVW�JR�

OLYH�

Steps

���*R�WR�WKH�UHOHYDQW�SURMHFW��WDVN��TXHULHV�WDE��RU�1HZ�3URMHFW�5HTXHVW�TXHVWLRQ�IRUP�b

���6HOHFW��5DLVH�4XHU\���LI�YLD�WKH�$FWLRQV�FROXPQ�VHOHFW�WKH�WKUHH�GRWV�b

���(QWHU�WKH�UHTXLUHG�GHWDLOV�b

���$VVLJQ�WKH�TXHU\�WR�WKH�UHOHYDQW�XVHU��LQWHUQDO�RU�%ORRP��b

���$WWDFK�DQ\�VXSSRUWLQJ�GRFXPHQWV��RSWLRQDO��b

���&OLFN��6XEPLW��

���2QFH�D�GUDIW�LV�VDYHG��TXHULHV�DUH�OLQNHG�GLUHFWO\�WR�WKH�GUDIW�SURMHFW�DQG�UHPDLQ�YLVLEOH

WKURXJKRXW�WKH�DSSURYDO�SURFHVV�

3OHDVH�ZDWFK�YLGHR�LQ�IXOO�VFUHHQ

<RX�FDQ�UDLVH�D�TXHU\�DW�DQ\�SRLQW�ZKLOH�FRPSOHWLQJ�WKH�IRUP��ZLWKRXW�OHDYLQJ�LW�b

���:KLOH�FRPSOHWLQJ�WKH�IRUP��VHOHFW��5DLVH�4XHU\������(QWHU�WKH�UHTXLUHG�GHWDLOV�b

���$VVLJQ�WKH�TXHU\�WR�WKH�UHOHYDQW�XVHU��LQWHUQDO�RU�%ORRP��b

���$WWDFK�DQ\�VXSSRUWLQJ�GRFXPHQWV��RSWLRQDO��b

���&OLFN��6XEPLW��

%HFDXVH�WKH�SURMHFW�WLWOH�LV�FDSWXUHG�DV�WKH�ìUVW�ìHOG�RI�WKH�135��DQ\�TXHU\�\RX�UDLVH�IURP

WKH�IRUP�LV�DXWRPDWLFDOO\�OLQNHG�WR�WKDW�SURMHFW��2QFH�\RX�VDYH�WKH�GUDIW��WKH�TXHU\�VWD\V

OLQNHG�WR�WKH�GUDIW�SURMHFW�DQG�UHPDLQV�YLVLEOH�WKURXJKRXW�WKH�DSSURYDO�SURFHVV�

2QFH�D�GUDIW�LV�VDYHG��TXHULHV�DUH�OLQNHG�GLUHFWO\�WR�WKH�GUDIW�SURMHFW�DQG�UHPDLQ�YLVLEOH

WKURXJKRXW�WKH�DSSURYDO�SURFHVV�

7LSV�	�EHVW�SUDFWLFH 

(YHU\�TXHU\�LV�OLQNHG�WR�D�SURMHFW���WKH�SURMHFW�WLWOH�LV�FDSWXUHG�DW�WKH�VWDUW�RI�WKH�1HZ

3URMHFW�5HTXHVW��VR�TXHULHV�DUH�WLHG�WR�D�SURMHFW�IURP�WKH�RXWVHW��/LQNLQJ�WR�D�WDVN�LV

RSWLRQDO�

4XHULHV�FDQ�EH�UHWURVSHFWLYHO\�DVVLJQHG�WR�D�SURMHFW�RU�WDVN�

$VVLJQ�TXHULHV�WR�WKH�ULJKW�SHUVRQ�HDUO\�WR�DYRLG�GHOD\V��DQG�XVH�GHDGOLQHV

FRQVLVWHQWO\�WR�VXSSRUW�SULRULWLVDWLRQ�

.HHS�FRPPXQLFDWLRQ�ZLWKLQ�TXHULHV�WR�PDLQWDLQ�D�FOHDU�DXGLW�WUDLO�

3OHDVH�ZDWFK�YLGHR�LQ�IXOO�VFUHHQ

Prerequisites:

$�TXHU\�PXVW�H[LVW�WKDW�\RX�UDLVHG�RU�WKDW�LV�DVVLJQHG�WR�\RX�

Steps:

���)LQG�WKH�TXHU\�LQ�\RXU�7DVNV���4XHULHV�7DE�

���2SHQ�WKH�TXHU\�

���$GG�\RXU�UHVSRQVH�YLD�WKH�UHVSRQG�EXWWRQ��7KLV�ZLOO�DXWRPDWLFDOO\�UHDVVLJQ�WKH�TXHU\�WR

WKH�TXHU\�RZQHU�RQ�FRPSOHWLRQ�

$OWHUQDWLYHO\�

���,I�\RX�DUH�WKH�TXHU\�DVVLJQHH�DQG�UHVSRQG�YLD�WKH�Í�Î��\RXU�UHVSRQVH�ZLOO�EH�DGGHG�WR

WKH�WKUHDG�ZLWK�QR�UHDVVLJQPHQW

���5HDVVLJQ�WKH�TXHU\�WR�DQRWKHU�EX\HU�PHPEHU�ZLWKLQ�WKH�SURMHFW�LI�QHHGHG�

���&ORVH�WKH�TXHU\�RQFH�LW�KDV�EHHQ�UHVROYHG�

7KH�TXHU\�WKUHDG�ZLWK�WKH�UHVSRQVH�ìHOG��DQG�WKH�UHDVVLJQ�DQG�FORVH�DFWLRQV�

7LSV�	�EHVW�SUDFWLFH 

&ORVH�TXHULHV�SURPSWO\�RQFH�UHVROYHG�

5HVSRQVHV�DUH�YLVLEOH�WR�DOO�SURMHFW�PHPEHUV�DQG�NHHS�D�FOHDU�DXGLW�WUDLO�

3OHDVH�ZDWFK�YLGHR�LQ�IXOO�VFUHHQ

https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/42c69d1a-a950-404d-93a0-9ea55b4b9179.mp4
https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/3f46ec7b-2ede-4776-90ff-afccfebf822e.mp4
https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/b79d155f-eb4a-4dbd-b9e6-717a1c9ba1db.mp4


Understanding Project History & Audit Trail

Prerequisites:

You must have access to the project.

Steps:

1. Open the project and go to the History tab.

2. View the logged events, each with its timestamp and the user who performed the action.

3. Filter events by activity type (for example Query Opened, Task Assigned, Document Uploaded, Task Completed, Query Closed).

4. View the details of any event.

Tips & best practice 

The audit trail is immutable and complete.

Understanding Project History & Audit Trail Step-by-Step Video

Please watch video in full screen

https://assets.storydoc.com/22f75e2923676481d56bd83c865f63f4/cbbf5dbc-7ead-4996-b6d7-0b32ac4773ee.mp4


Approver & Stakeholder Guides

Approver Guide: Reviewing & Approving Project Request

+RZ�WR�UHYLHZ�DQ�DSSURYDO�WDVN�DQG�DFFHSW�RU�UHMHFW�LW��)RU�XVHUV�ZLWK�WKH�$SSURYHU�UROH�RQO\�

Prerequisites:

<RX�PXVW�KROG�WKH�$SSURYHU�UROH��DQG�WKH�SURMHFW�PXVW�UHTXLUH�LQWHUQDO�DSSURYDO�

Steps:

���2SHQ�\RXU�DSSURYDO�WDVN�

���5HYLHZ�WKH�SURMHFW�VXEPLVVLRQ�XVLQJ�WKH�1HZ�3URMHFW�5HTXHVW�DQG�6SHFLìFDWLRQ�7DEV�

���$FFHSW�RU�UHMHFW�WKH�UHTXHVW��OHDYLQJ�QRWHV�DQG�IHHGEDFN�

7KH�DSSURYDO�7DVN�ZRUN�íRZ�DQG�$SSURYH�5HMHFW�RSWLRQV

Tips and best practice:

$SSURYDO�WDVNV�KDYH�D����KRXU�6/$�

$V�DQ�DSSURYHU�\RX�FDQ�YLHZ�DSSURYDO�UHODWHG�WDVNV�RQO\��DQG�\RX�FDQ�VHDUFK�DQG�ìOWHU�DSSURYDO�WDVNV�

What happens next:

,I�\RX�DFFHSW��WKH�SURMHFW�PRYHV�IURP�%X\HU�$SSURYDO�WR�6XEPLWWHG��DQG�WKH�4	&�WHDP
V�ìUVW�WDVN�LV�WULJJHUHG�

,I�\RX�UHMHFW��D�QHZ��6XEPLW�1HZ�3URMHFW�5HTXHVW��WDVN�LV�JHQHUDWHG�IRU�WKH�SURMHFW�RZQHU��ZLWK�\RXU�QRWHV�DQG�IHHGEDFN�YLVLEOH�

Stakeholder Guide: Viewing Projects

+RZ�WR�YLHZ�WKH�SURMHFWV�\RX
YH�EHHQ�DGGHG�WR�DQG�FROODERUDWH�RQ�GUDIW�DQVZHUV�

Prerequisites:

<RX�PXVW�KDYH�EHHQ�DGGHG�WR�D�SURMHFW�DV�D�VWDNHKROGHU�

Steps:

���2SHQ�WKH�SURMHFWV�SDJH�WR�VHH�WKH�SURMHFWV�\RX
YH�EHHQ�DGGHG�WR�

���6HDUFK�IRU�D�SURMHFW�E\�QDPH�RU�3URMHFW�,'�

���)LOWHU�RU�RUGHU�WKH�OLVW�DV�QHHGHG�

���&OLFN�LQWR�D�SURMHFW�WR�YLHZ�LWV�VXPPDU\��UHDG�RQO\��

���'XULQJ�WKH�GUDIW�VWDJH��YLHZ�WKH�GUDIW�DQVZHUV�YLD�WKH�VSHFLìFDWLRQ�WDE�WR�FROODERUDWH�

Tips and best practice:

<RX�FDQ�YLHZ�RQO\�WKH�SURMHFWV�\RX
YH�EHHQ�DGGHG�WR��DQG�VXPPDULHV�DUH�UHDG�RQO\�



STEPS TO FOLLOW FOR

BLOOM CLARIFICATIONS

Reviewing Clarifications From Bloom

+RZ�WR�UHYLHZ�FODULìFDWLRQV�UDLVHG�E\�%ORRP�GXULQJ�WKHLU�UHYLHZ�DQG�UHVSRQG�WR�LW�

Prerequisites:

%ORRP�KDV�UHYLHZHG�\RXU�UHTXHVW�DQG�D��5HYLHZ�3URMHFW�5HTXHVW�&ODULìFDWLRQ��WDVN�KDV�EHHQ�FUHDWHG�IRU�\RX�

STEPS TO FOLLOW FOR BLOOM CLARIFICATON

���2SHQ�WKH��5HYLHZ�3URMHFW�5HTXHVW�&ODULìFDWLRQ��WDVN�

���5HYLHZ�WKH�FODULìFDWLRQV�UDLVHG�E\�%ORRP�LQ�WKH�1RWHV�VHFWLRQ�

���$FWLRQ�FODULìFDWLRQ�UHTXHVW

���&RPSOHWH�WKH�WDVN

���2Q�FRPSOHWLRQ�OHDYH�D�QRWH�ZLWK�D�VXPPDU\�RI�FRPSOHWLRQ�DQG�DQ\�DGGLWLRQDO�FRPPHQWV�IRU�%ORRP

UHYLHZ�FRQWH[W

7LSV�	�EHVW�SUDFWLFH 

,I�WKH�UHTXHVW�LV�XQFOHDU�RU�\RX�QHHG�PRUH�LQVLJKW�DQG�VXSSRUW�WR�FRPSOHWH�WKLV�WDVN��UDLVH�D�TXHU\

DJDLQVW�WKH�WDVN�WR�\RXU�SURMHFW�3%3



STAGES STATUS STATUS BY STAGE

STAGES STATUS STATUS BY STAGE

STAGES STATUS STATUS BY STAGE

Reference Guide: Definitions

STAGE DEFINITION

1HZ�5HTXHVW
7KH�1HZ�3URMHFW�5HTXHVW�VXEPLVVLRQ�DQG�DSSURYDO�MRXUQH\�

6RXUFLQJ
3URMHFW�DSSURYHG�DQG�VHQW�WR�-$**$(5�IRU�VRXUFLQJ�

'HOLYHU\
3URMHFW�DFWLYHO\�EHLQJ�GHOLYHUHG�

&ORVHG
3URMHFW�FRPSOHWHG�

STATUS DEFINITION

,Q�'UDIW
%X\HU�KDV�VWDUWHG�EXW�QRW�VXEPLWWHG�WKH�1HZ�3URMHFW�5HTXHVW�

%X\HU�$SSURYDO
1HZ�3URMHFW�5HTXHVW�VXEPLWWHG�IRU�EX\HU�DSSURYDO��QRW�\HW�VXEPLWWHG�WR�%ORRP�

6XEPLWWHG
1HZ�3URMHFW�5HTXHVW�VXEPLWWHG�E\�WKH�EX\HU��SRVW�EX\HU�DSSURYDO���%ORRP�UHYLHZ�QRW�\HW�WULJJHUHG�

3UHSDULQJ�)RU�6RXUFLQJ
$OO�YDOLGDWLRQ�FKHFNV�SDVVHG��EHLQJ�SUHSDUHG�IRU�-$**$(5�KDQGRë�

$SSURYHG
)XOO\�DSSURYHG�DQG�KDQGHG�Rë�WR�VRXUFLQJ�

5HMHFWHG
3URMHFW�UHMHFWHG�DW�D�UHYLHZ�VWDJH�

1RW�6WDUWHG
3URMHFW�VWDJH�QRW�VWDUWHG�

Information missing on a line created.

STATUS BY STAGE DEFINITION

1HZ�5HTXHVW
,Q�'UDIW��6XEPLWWHG��5HMHFWHG��3UHSDULQJ�)RU�6RXUFLQJ��$SSURYHG�

'HOLYHU\
6HW�8S�,QFRPSOHWH��1RW�6WDUWHG��,Q�3URJUHVV��2Q�+ROG��&RPSOHWHG��$UFKLYHG�

&ORVHG
&RPSOHWHG�



Reference Guide: Adding Notes

Steps:

���2SHQ�WKH�WDVN�

���$GG�D�QRWH�E\�FOLFNLQJ�WKH�Í�Î�EXWWRQ�DW�DQ\�WLPH�WR�OHDYH�FRQWH[W��IHHGEDFN��RU�JXLGDQFH

IRU�WKH�QH[W�WDVN�XVHU��

���:KHQ�\RX�FRPSOHWH�D�WDVN�DV�D�EX\HU��DGG�D�QRWH�LQ�WKH�SRSXS�SUHVHQWHG�LI�\RX�KDYHQ
W

DOUHDG\�DGGHG�RQH�

Tips and best practice:

1RWHV�DUH�SXEOLF�WR�DOO�WDVN�XVHUV�DQG�IHHG�IURP�WDVN�WR�WDVN��ZLWK�WKH�ODWHVW�QRWH�DW�WKH

WRS�

1RWHV�GLëHU�IURP�FRPPHQWV��QRWHV�DUH�YLVLEOH�WR�DOO�WDVN�XVHUV��ZKLOH�FRPPHQWV�DUH

%ORRP�RQO\�DQG�KLGGHQ�IURP�EX\HUV�



Reference Guide: Query KPIs & Status Reference

QUERIES STATUS

Query KPIs - Buyer

Overdue

Awaiting Your Response

Awaiting Bloom Response

Total Queries

Query KPIs - Bloom

Overdue

Awaiting Your Response

Awaiting Buyer Response (on a Bloom account this should read "Awaiting Client

Response")

Total Queries

Query Status Open / Closed

Query Information Displayed (Queries Tab)

Query Title

Project Name

Days In Flight

Query Status

Assignee



Thank you!

Any queries, please get in touch with your Procurement Business Partner.

You can also contact us by email on support@bloom.services or by calling 020 3948 9400..

Get in touch FAQs

mailto:bloom.services hello@bloom.services

✉
https://www.linkedin.com/company/bloom-procurement-sol

utions/


https://x.com/TalkBloom?ref_src=twsrc%5Egoogle%7Ctwca

mp%5Eserp%7Ctwgr%5Eauthor



https://bloom.services/faqs
https://bloom.services/buyer
mailto:bloom.services hello@bloom.services
https://www.linkedin.com/company/bloom-procurement-solutions/
https://www.linkedin.com/company/bloom-procurement-solutions/
https://www.linkedin.com/company/bloom-procurement-solutions/
https://x.com/TalkBloom?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://x.com/TalkBloom?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://x.com/TalkBloom?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
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