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IntroducƟon 
This technical guide covers the steps needed to complete the required supplier onboarding 
via the new procurement system, Panacea SoŌware. 

You will need to fill in some required details once you’ve registered for your: 

- RegistraƟon QuesƟonnaire 
- Company Details 
- Bank Details 

If you require any technical assistance when compleƟng your registraƟon steps, please 
contact Panacea Support at support@panacea-soŌware.com . Please ensure you include 
that you’re using the Karbon Homes Panacea site in your e-mail so the Panacea support 
team can know where you’re enquiring from. 

Note: When navigaƟng your screen following the different steps below, you may someƟmes 

see a buƩon in the upper right-hand side of your screen. Clicking on this will link 
relevant help arƟcles if you require extra wriƩen guidance at all.  

 

RegistraƟon QuesƟonnaire 
The RegistraƟon QuesƟonnaire is important for you to complete in order to provide your 
documentaƟon. The documents you upload within this quesƟonnaire will be stored against 
your OrganisaƟon, and pulled through to any future tenders that require these documents. 

Using the leŌ-hand side toolbar, click on ParƟcipate > Requirements.  



 

For the RegistraƟon QuesƟonnaire to appear, you must ensure you’ve filtered to All here. 

  

Click on the RegistraƟon QuesƟonnaire. 

 

Click on the RFX tab 

 



Within this tab, you’ll find the RegistraƟon QuesƟonnaire. Next to it, click the ParƟcipate 
buƩon.  

 

Click on the Respond buƩon that’s now appeared. 

 

This now opens up the quesƟonnaire secƟon. Click Respond to open up the quesƟonnaire. 

 

You will now be shown all the quesƟons you need to answer. Answer the quesƟons by: 

 Upload the required document as prompted using the File Upload buƩon 

 

 Input a numerical value into the fields asking for a Value. You can only input numbers 
in here – a £ symbol and separator commas will be added automaƟcally. 

 



 Select dates in the fields asking for a Date by clicking on the … to pull up a calendar 
to select dates from. 

 

Note: Make sure you scroll down to the boƩom and click Save Answers as you go. 
Documents uploaded and your answers aren’t automaƟcally saved, so you MUST click this 
buƩon to save your progress. 

 

You can save your answers as you go and come back to complete the rest later by clicking 
Save and Close. The status of your quesƟonnaire will show as In Progress unƟl you finish 
compleƟon. 

 

Once you’ve uploaded all the required documents and inpuƩed all the details, the status will 
show as Complete. 

 

You must now submit your answers. Your quesƟonnaire has not gone through unƟl you 
submit. To do so, click Return to Requirement. 



 

Then, click Submit. 

 

Your RegistraƟon QuesƟonnaire has now been submiƩed. The Status will change to 
‘Response SubmiƩed’ to indicate this 

 

 

Asking ClarificaƟon QuesƟons 

If you need to ask a quesƟon about any of the documents or informaƟon being asked for in 
the QuesƟonnaire, you can raise a ClarificaƟon QuesƟon. 

Navigate back to the RFX tab of the Requirement. 

Next to the quesƟonnaire, click on View under the ClarificaƟon Q&A column. 

 

This will display a list of all published ClarificaƟon Q&As. You may find the answer to your 
quesƟon has already been published. If you can’t find a relevant already published answer, 
you can raise one yourself by clicking on Ask New QuesƟon.  



 

Input your quesƟon into the text box, then click Submit QuesƟon. 

 

 

 

 

 

 

 

 



Company Details 
It’s important that you check and update your Company Details. Most of these will have 
been provided when you created an account. 

Using the leŌ-hand side toolbar, click on ParƟcipate > Company Details 

 

Now, click on the Sourcing tab, then Company InformaƟon 

 

Review your details and update any as necessary, then click Save. 

 

 

 

 

 



Bank Details 
It’s important that you provide your Bank Details. 

Using the leŌ-hand side toolbar, click on ParƟcipate > Company Details. 

 

Now, click on the Sourcing tab, then Bank Details. 

 

Input your bank details into the fields as required, then click Save.  

[When asked to submit your bank details/ you have the opƟon, please click Submit. This will 
submit your bank details to the designated Key User to review and approve] 

 

 

 

 

 



InviƟng your colleagues 
You can invite your colleagues belonging to your organisaƟon onto the soŌware. This will 
allow them to have their own account under your organisaƟon so they can log in and help to 
update informaƟon and complete tenders. 

Using the leŌ-hand side toolbar, click on ParƟcipate > Company Details 

 

Now, click on the Contacts tab. 

 

Within this tab, click on the Invite buƩon. 

 

Input your colleagues e-mail address into the field as prompted. You can click “Add+” to add 
addiƟonal fields if you wish to invite mulƟple colleagues. 

 



Once inpuƩed and you’ve added all your colleagues to invite, click the Invite buƩon. 

Your colleague(s) will now receive an e-mail inviƟng them to set a password in order to 
create an account to log on to the site. 

 

 

 


