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Step-by-step guide to Central Digital Platform Registration 
for Suppliers
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We have created a series of example screenshots to follow when registration opens.

There are five steps in this guide:

Step 1 – Creating your personal UK Government ‘One Login’ account
Step 2 – Setting up a supplier profile for your company
Step 3 – Uploading your company information
Step 4 – Sharing your information (in a tender submission) 
Step 5 – Adding in additional users for your company 

Welcome

Go to: www.find-tender.
service.gov.uk

http://www.find-tender.service.gov.uk
http://www.find-tender.service.gov.uk
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Step 1 – Creating your personal UK Government 
‘One Login’ account

Click on the ‘Sign in with 
One Login’ link.  This will 
take you to the one login 

landing page.

Click on the green 
‘Create your GOV.

UK One Login’ 
button.

1

Enter your direct business 
email address and click 

on ‘continue’.

Check your email account 
for an incoming email 

with a six-digit code and 
enter that code into the 

above box, then click 
‘continue’.

2

3
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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 

Authenticator. Click on 
‘continue’. 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.

5

6

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’.

4

You will then be 
asked to set-up a 
two-factor (2FA) 
authentication. 

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

If successful, you will have created your One Login 
account and can move on to step 2.

Click on ‘continue’ and 
you will be taken back 

to the main login screen 
for the new Find a Tender 

Service, where you can 
login as a buyer using 

your email address, 
password and two-factor 

authentication code.

7
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When logging in, 
you will be asked 

to agree to the 
platform’s privacy 

policy.

Click on “add (another) 
organisation” and the 
process of registering 

your company will begin.  

Select the box to agree 
and click ‘continue’, this 
will take you to an initial 

summary page which 
unlike our screenshot 

example, should be 
empty of existing 

registrations.

You will be registering as 
a supplier, so select this 

option.

8

9

10

Step 2 – Setting up a supplier profile for your 
compan
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If you are an SME 
or VCSE and not 
registered with 

Companies House, 
click No then Continue.  

You will be offered an 
alternative method of 

identification.

Select the most 
appropriate and add in 

any specific registration 
number linked to that 

method of identification, 
such as your charity 

number if selecting one of 
the “Charity Commission” 

options.

You will then be asked 
to enter your company 

name.  This may be pre-
populated by the portal.

11

12

13

Step 2 – Setting up a buyer profile for your 
company

If your company 
is registered with 

Companies House, 
click ‘Yes’ and add-

in the company 
number then click 

‘continue’.

If you are a large company 
and someone else within 

your company has already 
pipped you to the post, 
the system will advise 
that your company is 

already registered and 
offer you the option to 

link into that registration 
as a user.
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Select 
‘Continue’ 

and you will 
be taken to a 
screen which 

summarises the 
information you 
have provided.

Finally, you will be 
asked to confirm your 
registered or trading 
address.  Again, this 

page is likely to be pre-
populated, but in testing, 
it became apparent that 

the information was 
not wholly accurate, so 
check and amend any 

information already 
included in the address 

boxes.

Step 2 – Setting up a buyer profile for your 
company

You will then be 
asked to enter your 

company’s email 
address.  This is the 

point where you should 
use a resource account 
email address, such as 
bids@company.co.uk

Do not use your own 
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 

point in the future. 
Click ‘continue’.

14

15

16

If you are happy with this 
information, click ‘Save’ 

and that completes 
your initial company 

registration.
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You will see a menu of the 
information required, none 
of which will be showing as 

‘not started’.

Step 3 – Uploading your company information

17

18

19a

Your home screen 
upon logging in, 

should now include 
your company name.

Click on ‘Complete 
supplier information’ 

to start the process of 
uploading information 
about your company.

Taking each in turn: 

•	 BASIC INFORMATION

Start by identifying whether 
you are a company/supplier 
organisation or a sole trader.  
For this guide, we are going to 
assume that you are a company.
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Step 3 – Uploading your company information

19b

19c

20a

This will take you to a screen, listing 
the information required.  Click on each 
section to add in the basic information 
about your company.  In the email 
address field, you should see pre-
populated, the resource account email 
address that you inputted earlier.

When you have added in each 
element of information required, 
your basic information screen 
should look similar to this. Click 
‘Return to account home’.

•	 CONNECTED PERSONS 
(persons with significant 
control)

This is the section where you would 
declare if there are any persons 
connected to your company who have 
a controlling interest other than the 
directors of the company.  
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Step 3 – Uploading your company information

20b

20c

21a

We’re going to assume the 
answer to this question is ‘no’. If 
you are part of a large company 
and are unsure whether there 
are any connected persons you 
would need to declare, you can 
find this out by searching for 
your company on the Companies 
House register of companies 
at Find and update company 
information - GOV.UK 

On this portal, click on the People tab 
for your company’s entry and then click 
on Persons with significant control and 
any declarations will be listed there.
As you will see for this example (our 
company), there are no persons with 
significant control.  If persons are listed 
here for your company, click on ‘yes’ 
to respond to the question (see above 
screenshot) and follow the instructions 
for including them in this register.

Clicking ‘continue’ will then take you 
back to the main menu.

•	 QUALIFICATIONS

This is the section to include any 
formal company qualifications, 
such as ISO certifications.  We 
have used an example of adding-
in our ISO45001 accreditation.

https://find-and-update.company-information.service.gov.uk
https://find-and-update.company-information.service.gov.uk
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Step 3 – Uploading your company information

21b

21c

21e

If you have a company qualification to 
add, click yes and then add the relevant 
information into each successive 
screens.

Finally, choose ‘yes’ to add a second/
each subsequent qualification and 
repeat the above process, or ‘no’ to 
return to the main menu.

21d
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Step 3 – Uploading your company information

22a

22b

22d

•	 TRADE ASSOCIATIONS

Here is where you would add in any 
membership of trade associations.  
Again, follow the steps below to add in a 
trade association.

22c

22e
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Step 3 – Uploading your company information

22f

23a

23b

When you have added in your first trade 
association, either select ‘yes’ to repeat 
the process for a second/subsequent 
association, or ‘no’ to return to the main 
menu.

EXCLUSIONS

This is the section in which you would 
declare any exclusions which may 
prevent you from being considered to 
be suitable for consideration.  You will 
need to be honest about any exclusions, 
and will be offered the opportunity of 
demonstrating how you have rectified the 
exclusion matter through a process of 
self-cleansing. The declaration process 
takes you through the steps of what 
is deemed to be either a mandatory or 
discretionary exclusion.  Seek advice 
from your company directors to establish 
if there is any exclusion ground which 
applies to your company.  

23c



Step-by-step guide to Find a Tender Service Registration for Suppliers | 15 

Step 3 – Uploading your company information

23d

23f

23h

23e

23g

23i



Step-by-step guide to Find a Tender Service Registration for Suppliers | 16 

Step 3 – Uploading your company information

23l

23n

24a

Once you have completed the 
declaration process, save the 
information to either return to the main 
menu or add in a second exclusion.

•	 FINANCIAL INFORMATION

This is the point at which you can upload 
information relating to your company’s 
financial standing for the past two full 
trading years.  Follow the steps in the 
below screenshots for the most recent 
trading year financial information.

23m
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Step 3 – Uploading your company information

24b

24d

24f

24c

24e

24g
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Step 3 – Uploading your company information

24h

24i

24l

At this point, click ‘yes’ to repeat the 
process to add in a second year’s 
financial information.

Here you can either choose to add in a 
third year of financial information or click 
‘no’ and ‘continue’ to return to the main 
menu.

You should now have completed the 
upload of all of the information you 
are required to provide and your menu 
screen should look similar to this.
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Clicking through to ‘share 
my information’. Click 

on ‘Create a share code’ 
and then follow the below 

steps.

Step 4 – Sharing your information (in a tender 
submission) 

25

26

27a

If you are logging in 
subsequently, you 

need to click on the 
“complete supplier 

information” link 
from your main 

company screen 
within the platform.

If you have uploaded 
your information just 
in time to share it in 

a tender submission, 
then the ‘share my 
information’ link is 

showing on the menu 
that you have just 

returned to.  

27b



Step-by-step guide to Find a Tender Service Registration for Suppliers | 20 

Step 4 – Sharing your information (in a tender 
submission) 

27c

27e

28

When you have completed 
these steps and clicked 
‘Confirm and get share 

code’.

Your code will appear and 
the screen should look 

like this. 

27d
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Step 4 – Sharing your information (in a tender 
submission) 

29

30

Do not use this share 
code on more than one 

tender submission.  Each 
time you submit a tender 

requiring you to share this 
information, create a new 
share code following the 

above steps.

This zip file can 
be included 

in your tender 
submission.

Your company 
record will save 
the share code. 

You can either copy 
and paste this into your 

tender submission or 
click on download, and 
a ZIP file will be saved 

to your computer’s 
download folder, the 

contents of which will 
comprise these files. 
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From the login home 
screen, Click on the 

‘Manage users’ link.  This 
will take you to a new 

screen.

Select ‘Yes’ and click 
‘continue’ to add another 

user.

Step 5 – Adding in additional users for your 
company

31

32

33

Add the details for 
the second user.  We 

recommend joint user 
administration, so give this 
second user, Admin rights.  
Once you have completed 
the relevant information, 
click ‘continue’ and you 

see a summary of the 
information provided.
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Click ‘Send email’ and the 
user you have nominated 

will receive an emailed 
link to verify/accept their 
addition as a user on the 

platform.

The user you nominate, 
will receive an email, the 

text of which will look like 
this.

Step 5 – Adding in additional users for your 
company

34

35

36

As the originator of the add 
user request, you will then 

see this screen.
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They simply need to 
click on the hyperlink in 
the email and it will take 
them to a screen where 

they can register as a 
user by creating their 

own One Login (Step 1 in 
this guide). 

Share this guide 
with them so they 

can follow the 
steps to create 

their own personal 
One Login.

37

Step 5 – Adding in additional users for your 
company

Interested in becoming a CPC 
supplier? 

Find out more here.

i

https://www.thecpc.ac.uk/services/becoming-a-supplier
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Your Procurement Partner of Choice


