
Accessing and Searching the Contracts Register 
The Contracts Register for the Council is on the procurement portal, ProContract. This 
is a live system used by the Council’s procurement partner Welland Procurement. 
Contracts are saved on here under the name of Welland Procurement. Therefore, 
once you have completed your search as per the below guidance, you can then filter 
specifically for Melton Borough Council by exporting the results in Excel format; you 
can then filter by either Department (MBC) or Central purchasing body (Melton 
Borough Council) 

Getting to the Contracts Register 

1) Within the paragraph ‘Contracts Register’ click on the ‘procurement portal’ hyperlink 
or on the green button below the paragraph that says ‘View contracts register’ – 
both will take you to the Contracts Register which contains contract details for 
organisations in the East Midlands (not just the Council’s own contracts). 

Using / Filtering the Contracts Register 
1) Using the ‘Narrow Your Results’ panel on the left hand side of the screen, click 

on the field that says ‘Organisations’ and select ‘Welland Procurement’. 



2) Click on the green ‘Update’ button underneath this panel; this will select 
contracts for Council’s supported on the Welland Procurement Portal. To filter 
specifically for Melton Borough Council, please click the green ‘Export’ button 
to get results in Excel format; you can then filter by either Department (MBC) or 
Central purchasing body (Melton Borough Council). 

3) Now you are in the Contracts Register, you can search by contract start and/or 
end dates if you wish by putting the dates into the fields on the left hand side of 
the screen (see above screenshot) and clicking the green ‘Update’ button once 
you have done this. 

4) If you wish to search by contract name / goods or service type / supplier name, 
you can do this by typing keyword(s) in the ‘Search’ field located above the 
register on the right hand side of the screen. Once you have typed your 
keyword, for example ‘Stationery,’ click on the green ‘Go’ button and this will 
pull up the relevant contract details. 



5) If there is no information / contract using the keyword(s) you entered, it will 
say ‘No data to display’. 

6) If you wish to search again with another word, type it into the search field and 
click the green ‘Go’ button as before. 

7) When you have finished using the ‘search’ field, delete the keyword(s) and click 
the green ‘Go’ button to take you back to the whole of the Contracts Register. 
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