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Welcome

We have created a series of example screenshots to follow when registration opens.
There are four steps in this guide:

Step 1 — Creating your personal UK Government ‘One Login’ account

Step 2 — Setting up a buyer profile for your institution

Step 3 — Generating an API key to share with your eSender/eProcurement platform provider
Step 4 — Adding in additional users for your institution

Find information on UK
public procurements and
contracts

Find a Tender is where public sector buyers publish
procurement, dynamic market and contract notices that
suppliers can search and apply for.

How you signin to Find a Tender has
changed

-
AA\ AA\
A\ /4 \ /4
Registering before 24th Registering on or after
February? 24th February?
Click here Click here
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https://supplier-information.private-beta.find-tender.service.gov.uk
https://www.find-tender.service.gov.uk/Search

Step 1 - Creating your personal UK

‘One Login’ account

Create your GOV.UK One Login or
signin

Click on the ‘Sign in with

You can use your GOV.UK One Login to access some gavernment services.

One Login’ link. This will
take you to the one login
landing page.

In the future, you'll be able to use it to access all services on GOV.UK
You'll need:

« an email address
* away to get security codes - this can be a mobile phone number or an
authenticator app

You c:

Create your GOV.UK One Login

Click on the green
‘Create your GOV.
UK One Login’
button.

tal) will help us to improve it

English

Enter your email address

I

Enter your direct business Aarvs 1ot GOVLK One Loght ertmecfwee
email address and click
on ‘continue’. pesatomaon

By continuing, you confirm that you agree to our:

,). which explains how we use your

Check your email

We have sent an email to: 53 1a-

The email contains a 6 digit security code.

S TR R T P L Check your email account
check your spam folder. - - -

The code will expire after one hour. for an |nc°m|ng emall
Enter the 6 digit code With a Six-digit code and

enter that code into the
above box, then click
S T ‘continue’.

S
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Step 1 - Creating your personal UK C
‘One Login’ account

Create your password

Enter

You will then be

asked to set-up a
two-factor (2FA)
authentication.

You can choose to
nominate a mobile phone
number to which a 6-digit
authentication code can
be sent each time you
log in, or you can choose
to use an authenticator
app such as Microsoft
b Authenticator. Click on
‘continue’.

Set up an authenticator app

1. Open your authenticator app on your smartphone. tablet or computer

can the QR code.

Follow the instructions to
create your own personal
password for future
access. Remember this is
your password, not your
institution’s password, so
don’t share it with others.
Once entered, click
‘continue’.

i GOV.UK

Choose how to get security codes

O Authenticator app for smartphone, tablet or computer

» What is anauthe

Scan the QR code
that appears on

your screen to
add the portal into
your list of 2FA
authentications.

When you have followed
the ‘add’ option on your
authenticator app, it will
give you a six-digit code
to add into the ‘Enter
the code’ box. Clicking
on ‘continue’ will then
verify you and link your
personal login to that
authenticator app.
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Step 1 - Creating your personal UK Govern

‘One Login’ account

i GOV.UK

[:]3 7. W This is a new service - your feedback (opens in new tab) will help us te improve it. - -

= n - [ Click on ‘continue’ and
you will be taken back

to the main login screen

You’ve created your GOV.UK One Logi for the new Find a Tender

Service, where you can
Now continue to use the service = -
login as a buyer using
your email address,
password and two-factor
authentication code.

7

If successful, you will have created your One Login
account and can move on to step 2.
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Step 2 - Setting up a buyer profile

institution

When logging in,
you will be asked

to agree to the
platform’s privacy
policy.

5

10/

Select the box to agree
and click ‘continue’, this
will take you to a screen
which asks for your first
and last name.

\.L:J.- GOV.UK Find a Tender

Sign out

B0 con nde in new tab) if you have feedback. questions or suggestions.

Enteryour name

First name

Last name

|

Sign in details

Email address:

You can

My organisations
Register an organisation if you are:

+ acontracting authority who publishes notices to buy goods. works.
services or utilities

+ an organisation or sole trader who searches for tenders and submits bids to
supply goods, works, services or utilities

Register an organisation

i GOV.UK

Find a Tender

Sign out

b) i you have feedback. questions or suggestions.

Agree to privacy policy before

continuing

Before you can continue, you need to read and agree to the Central Digit

Yes. | have read and agree to the Central Digital Platform service

privacy policy

Enter your name and click
‘continue’ and you should
see your account.

Click on the green button
‘Register an organisation’
and this will take you to:
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Step 2 - Setting up a buyer profile fc
institution

Select ‘buyer’ and click
‘continue’. This takes
you to a screen where
you need to verify your
institution type.

\4/' NHS Organisation Data Service (ODS)

(.;. UK Register of Learning Providers

UK Register of Learning Providers (GB-UKPRN)

) Noneapply
Continue

u_;_g GOV.UK Find a Tender

Signout

Step-by-step guide to Find a Tender Service Registration for Buyers

What do you want to register your
organisation as?

As a member of CPC,
you will likely be a
school, MAT or FE
College, so choose

the ‘UK Register of

Learning Providers’
option and insert your
8-digit UKPRN number.

If you don’t know your
UKPRN number, you can
find it by searching for
your institution on the
UK Register of Learning
Providers register. Click
‘continue’.

After adding-in your
registration number
and you will be asked

to provide your
organisation’s name,
then click ‘continue’.

| 7


https://www.ukrlp.co.uk
https://www.ukrlp.co.uk

Step 2 - Setting up a buyer profile
institution

You will then be
asked to provide your
institution’s email
address. Add in the ity GOV.UK Find aTender

most appropriate email
address for your team,
for example finance@,

procurement@, Enteryour organisation's email

tenders@ etc. address
Do not use your own s, s 3 oottt s s

direct email address, as ‘

this will prevent emails
from the platform being
received if you are not in
the office, or if you leave -
your institution at some

w point in the future.

Click ‘continue’. Next you will
be asked to
confirm your
institution’s
address.

Enter your organisation's address

You may find that some
of the fields in the
address form have been
pre-populated. If they are
incorrect simply delete
the text and add-in the
correct address. Click
‘continue’ and you will be
taken to a screen which
asks you to confirm your
organisation type.

As a school, MAT or
FE College, you are
classified as the wider
‘Regional and local
government, public
authority’, so select
this option then click

‘continue’.

Select the organisation type

ic authority: UK. Scottish, Welsh and

At this point, you
will be asked to
confirm whether
you are subject
to the devolved

- regulations for

Scotland, Wales or
W Northern Ireland
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Step 2 - Setting up a buyer profile
institution

i GOV.UK Find a Tender

m -
If your institution is based <pack
in England select ‘No’ G il ini
and then click ‘continue’. o&aﬁ;’;’a;gn;egu IR Ry
Otherwise, select ‘Yes’ P
and click ‘continue’ to be O ~
taken to a screen which
narrows down in which
devolved nation your
institution is based.

& GOV.UK Find a Tender

= Select the appropriate
Which devolved regulations apply? response and click
e ‘continue’. You will
| be taken to a screen
which summarises your
. registration details and
you will have the option to
correct any mistakes.

Wales

identifier & Wales Number
1130461

Organisation name Crescent Purchasing Consortium

Emailaddress

Registered address Procurement House. 23 Leslie Change In the above example

for CPC, we register as
6 a Charity rather than as

e TG CRTE D |11

sl sty UK Scotn o otherwise your summary

Welsh and Northern Irish

Sersseghatins- o should be similar. Once
you are happy with the
details provided, click

‘save’ to finalise your
registration.
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Step 3 - Generating an API key to
your eSender/eProcurement platf

Once registered and
upon logging in, you
should see the following
screen. When you
initially register in
accordance with Step
2 above, you may see
the words “Application
Pending” at the top of
the screen. You will need
to give the system time

to verify your application /S W oo
before you can complete SN, R
Step 3. API Key, click on

the ‘Manage API g
keys’ link and you

w will be taken to the

following screen.

130461

s Ppon
ZWBY-1368-MLIH-V8

Manage API keys

Create an AP| key and share it with the e-Sender you use to publish

procurement notices.

it GOV.UK Find a Tender

Search Mynotices Myaccount Signout

Click on ‘Create an API
key’ and you will be taken
Manage APl keys to a screen which asks
you to label the API key
that you are about to
create. We recommend
naming it ‘APl Key for
eSender Platform’.

API keys that you create will be listed here

i GOV.UK Find a Tender

Search Mynotices Myaccount Sign out

Name your APl key
When you have entered Forsecurty weanly show the AP ey

a suitable name, click | '
‘continue’.

<
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Step 3 - Generating an API key to sh
your eSender/eProcurement platfor

AFI1 Key crediea

Your API key
56d89a44-1c0d-4f29-9b05-

On your screen a long
code will be detailed in a
Copythe APIkey and ke it sae green box, this is your API
gt il key-Thisicanionlylbelused
by one eSender, so if you
use multiple eSenders,
R such as MultiQuote,
InTend, The Chest, etc.

il GOV.UK Find aTender

Search My notics

You will need to repeat
the process to create
aues LAy different API keys for
each eSender platform
you use. Click the
link ‘Back to your API
keys’ and you will see
a summary of API keys
created.

Date created Date cancelled

04 December 2024
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Step 4 - Adding in additional users f
institution

130461
* Ppon
ZWBY1368-MLIH-VE
Organisation email

Organisation address ~ Procurement House, 23 Leslie
Hough Way
Salford

From the login home
- United Kingdom
screen, Click on the
[} y - - Manage APl keys
Manage users Ilnk' Thls Create an API key and share it with the e-Sender you use to publish
wi" take y0u tO a new procurement notices.
screen Manage users

View. add or remove users.

Organisation has 1 user

| Select ‘Yes’ and click
Add another user? ‘continue’ to add another
Ow Ow user.

Continue

Add auser

Add the details for

| the second user. We
recommend joint user
administration, so give
this second user Admin
Mkt rights. Once you have
clect the one tnat appl completed the relevant

©; . T information, click

i ‘continue’ and you will
see a summary of the
information provided.
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Step 4 - Adding in additional users
institution

Click ‘Send email’ and the

user you have nominated
will receive an email with Emailaddress

a link to verify/accept vsarrote
their addition as a user on
the platform.

Organisation has 1user

Mark osron SN IR As the originator of the
Add another user? ‘add user’ request, you
O Ow will see:

|$ﬁ Cabinet Office

Join Crescent Purchasing Consortium on

Find a Tender

Dear Mark1 Pearson2 .

The user you nominate
To accept your invite and join the organisation, go to: will receive an email, the
https://supplier-information.private-beta.find- text of which will look

tender.service.gov.uk/organisation-invite/970fObc7-9959-473a- similar to this:
99ac-5f7b76b07300

150
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Step 4 - Adding in additional users for yc

institution |

They simply need to Create your GOV.UK One Login or
click on the hyperlink in signin

the email and it wi" take Ycu(.anuseyou'.GO\F.UKOﬂeLng!oaccessmme(uvernmen services.
them to a screen where h
they can register as a
user by creating their
own One Login (Step 1in
this guide).

Share this guide
with them so they
can follow the -

steps to create
@ their own personal
One Login.

Interested in becoming a CPC
member?

Find out more here.
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