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Access ProCon from Registration Email
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Access ProCon from Registration Email

bp will register your company 
details on your behalf. Once this 
is done you will receive an 
automated email like the one 
shown. 

1. Click either of the hyperlinks 
in the email to be taken to 
the ProCon Contractor Portal.
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Access ProCon from Registration Email

1. Click the “Forgot Password?” link. 
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Access ProCon from Registration Email

1. Enter your Username.

2. Enter your Email Address.

3. Click the “Submit” button to send a 
Password Request email to your 
inbox. 
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Access ProCon from Registration Email

1. ProCon provides a confirmation the 
Password reminder request was 
successful.
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Access ProCon from Registration Email

1. When you receive the Password 
Reset Request email, click the 
hyperlink to get taken back to the 
ProCon Supplier Portal.
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Access ProCon from Registration Email

Password Validation Rules: Require at 
least 8 characters, only alphanumeric 
characters or _, at least one uppercase 
and one lowercase character and at least 
one digit. 

1. Enter your Password.

2. Confirm your Password.

3. Click the “Submit” button to update 
your password (please take note of 
password for future use). 
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Access ProCon from Registration Email

1. Enter your Username.

2. Enter your Password.

3. Click the “Login” button to log into 
the ProCon Contractor Portal for the 
first time.

Note: ProCon will lock your user account 
if the incorrect password has been 
entered incorrectly three times. To avoid 
happening please use the “Forgot 
Password?” link to reset your password 
after the second failed login attempt. If 
you do get locked out, please contact 
your local ProCon Administrator.
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Access ProCon from Registration Email

1. If you wish to proceed you need to 
accept the Terms of Use by clicking 
the “Accept” button.

2. Click the “Submit” button.
1
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Access ProCon from Registration Email

1. If the time zone you are in is not the 
same as the one recorded against 
your user details, you will be 
prompted to update your time zone 
settings to match those of your 
computer.

2. From the “Time Zone Set on my PC” 
drop-down list select the correct 
time zone.

3. Set your “Preferred Format” so that 
dates and Financial values appear as 
expected.

4. Click the “Save” button.

2

1

4

©2020 AVEVA Group plc and its subsidiaries. All rights reserved.

3



Access ProCon from Registration Email

1. You have successfully gained access 
to the bp ProCon Contractor Portal.
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Navigation Within ProCon
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Navigation within ProCon

Overview Page

The Overview page is your default 
home page. This page provides you 
with notifications and quick access 
links to any outstanding items that 
requires your attention. From this 
page you can:

1. Access Contracts by clicking the 
“Contracts” tab. (See Slides 16 to 
22) 

2. Access any Contractual Obligations 
assigned to you. (See Slide 23) 

3. Access user menu by clicking the 
“Click to Display User Menu” icon. 
(See Slides 24 to 33) 
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Navigation within ProCon

Contract Details

1. Click the “Contract Name” to display 
the  Contracts details screen.
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Navigation within ProCon

Contract Details

1. The “Details” tab is shown.

2. Click the “Communications” tab to 
view the communication register or 
create communications. 
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Navigation within ProCon

Contract Details – Communications Tab

1. To create a communication click the 
“Create a Communication” button 
and select a template from the drop-
down menu.

2. Click the “Filter Options” icon to 
filter the communications shown 
based on “State”, “Communication 
Template” or Revisions.

1
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Navigation within ProCon

Contract Details – Obligations Tab

1. Click the “Obligations” tab to view all 
obligations. 

2. Filter Obligations based on State.

3. Use Filter option to return 
obligations based on name.

1
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Navigation within ProCon

Contract Details – Risk Covers Tab

1. Click the “Risk Covers” tab to view all 
contract risk covers. 

2. Details of risk covers are displayed.

3. Click the “Download” icon to 
download a risk cover.
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Navigation within ProCon

Contract Details – Contract File Search Tab

1. Click the “Contract File Search” tab 
to access of contract and 
communication documents. 

2. To access files in the Contract library 
click the “Library” button.

3. If required use filter options, then 
click the “Search” button to view 
results.

4. Click on document name links to 
open the document. 
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Navigation within ProCon

Contract Details – Breadcrumbs

1. Click the Breadcrumb link at the 
bottom of the page to return to 
previously viewed pages. 
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Navigation within ProCon

Contract Obligations

1. The Obligations page is displayed. 

2. The details of the obligation are 
shown. 
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Navigation within ProCon

Change Password

1. To change your password, click 
“Change Password”.
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Navigation within ProCon

Change Password

Note: Fields marked with an Asterisk 
are mandatory fields.

1. Enter your Current Password.

2. Enter your New Password.

3. Re-enter your new Password.

4. Click on the “Submit” button to 
confirm your changes.
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Navigation within ProCon

Change Password

1. Password confirmed as changed 
successfully.
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Navigation within ProCon

Change Password

1. To change your user preferences click 
“Change User Preferences”.
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Navigation within ProCon

Change Password

1. Change user preferences as required.

2. Click the “Save” button to update 
preferences.
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Navigation within ProCon

Change Password

1. To access ProCon help click “Help”.  

1
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Navigation within ProCon

Help

1. Enter your search criteria for the 
topic you are looking for assistance 
with.

2. Click "Search“.

3. Navigate through the tabbed pages 
to find help on various topics.

Note: The Help will automatically bring 
up the help for the page you are 
viewing.
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Navigation within ProCon

Log Out

1. To Log out of ProCon help click “Log 
Out”.  
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Navigation within ProCon

Log Out

1. Click the “Ok” button in the pop-up 
dialog box to confirm log-out. 
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Navigation within ProCon

Log Out

1. ProCon shows that you have 
successfully logged out. 
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Reset Your Password
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Reset Your Password

1. Click the “Forgot Password?” link. 

1
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Reset Your Password

1. Enter your Username.

2. Enter your Email Address.

3. Click the “Submit” button to send a 
Password Request email to your 
inbox. 
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Reset Your Password

1. ProCon provides a confirmation the 
Password reminder request was 
successful.
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Reset Your Password

1. When you receive the Password 
Reset Request email, click the 
hyperlink to get taken back to the 
ProCon Supplier Portal.

1
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Reset Your Password

Password Validation Rules: Require at 
least 8 characters, only alphanumeric 
characters or _, at least one uppercase 
and one lowercase character and at least 
one digit. 

1. Enter your Password.

2. Confirm your Password.

3. Click the “Submit” button to update 
your password (please take note of 
password for future use). 
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Reset Your Password

1. Enter your Username.

2. Enter your new Password.

3. Click the “Login” button to log into 
the ProCon Contractor Portal.
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This presentation may include predictions, estimates, intentions, beliefs and other statements that 
are or may be construed as being forward-looking. While these forward-looking statements 
represent our current judgment on what the future holds, they are subject to risks and uncertainties 
that could result in actual outcomes differing materially from those projected in these statements. 
No statement contained herein constitutes a commitment by AVEVA to perform any particular action 
or to deliver any particular product or product features. Readers are cautioned not to place undue 
reliance on these forward-looking statements, which reflect our opinions only as of the date of this 
presentation.  

The Company shall not be obliged to disclose any revision to these forward-looking statements to 
reflect events or circumstances occurring after the date on which they are made or to reflect the 
occurrence of future events.
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linkedin.com/company/aveva 

@avevagroup

ABOUT AVEVA 

AVEVA is a global leader in engineering and industrial software driving digital transformation across 
the entire asset and operational life cycle of capital-intensive industries. 

The company’s engineering, planning and operations, asset performance, and monitoring and control 
solutions deliver proven results to over 16,000 customers across the globe. Its customers are 
supported by the largest industrial software ecosystem, including 4,200 partners and 5,700 certified 
developers. AVEVA is headquartered in Cambridge, UK, with over 4,400 employees at 80 locations in 
over 40 countries.

aveva.com
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