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Welcome

We have created a series of example screenshots to follow when registratio
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

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

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

n opens.
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Go to: www.find-tender.

service.gov.uk
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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 supplier profi

compan

When logging in,
you will be asked

to agree to the
platform’s privacy
policy.

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

v registrations.

Sign in details

Email address:

My organisations
Crgansaticn Aamd
Craicent Purchasing Candsrtivm

CRESCENTPURCHASING LIMITED

Mysccount  Sign sut

What do you want to register your
organisation as?

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

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

your company will begin.

You will be registering as
a supplier, so select this
option.
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Step 2 - Setting up a buyer profile
company

If your company
is registered with
Companies House,
click ‘Yes’ and add-
in the company
number then click Does your organisation have a
‘continue’. Companies House number?

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

w link into that registration
as a user.

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
w the “Charity Commission”

options.

Find a Tender

My account  Sign out

Enter your organisation's name You will then be asked
P R e TR A S to enter your company

: I name. This may be pre-

populated by the portal.

134

Step-by-step guide to Find a Tender Service Registration for Suppliers | 7



Step 2 - Setting up a buyer profile
company

You will then be

asked to enter your
company’s email il GOV.UK Find a Tender
address. This is the
point where you should
use a resource account
er!‘lall address, such as Enter your organisation's email
bids@company.co.uk address

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 .
w your institution at some
point in the future. Finally, you will be
Click ‘continue’. 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

Select included in the address
‘Continue’ boxes.

and you will
be taken to a
screen which

Enter your organisation's registered
address

summarises the

information you
w have provided.

Check your answers

Organisaticn

If you are happy with this
information, click ‘Save’
and that completes
your initial company
registration.
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Step 3 - Uploading your company in

Your home screen
upon logging in,
should now include
your company hame.

Click on ‘Complete
supplier information’
to start the process of
uploading information
about your company.

CRESCENTPURCHASING LIMITED

Supplier information

Basic information Comginted
Conmected persons No connecled persons Completed
Completed
Comgleted

Completed

Taking each in turn:

e 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.

@

Organization
identifier

Organization emall

Organisation address  Pro

You will see a menu of the

information required, none

of which will be showing as
‘not started’.

it GOVL.UK Find a Tender

Sesrch Mymotices Mysccount Sigaout

What type of supplier are you?

—
() Orgarisation - for example. a company
p—

oy
| ] Individual - f
p—
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Step 3 - Uploading your compan

This will take you to a screen, listing
il i the information required. Click on each
B e ' section to add in the basic information
about your company. In the email

Postaladdenss : address field, you should see pre-

VATumber populated, the resource account email
- ' address that you inputted earlier.

Email sddeess
Organisation type

Legal form

&

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

Email sddress.
Organization type

Legal farm

Return toaccount home

e CONNECTED PERSONS
EICotK lid v N— La (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.

Connected person
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We’re going to assume the
answer to this questionis ‘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

w

CRESCENT PURCHASING LIMITED

= prany i PETTASTE

0 active persons with significant control / 1 active statement

Statement [0

&

e QUALIFICATIONS

This is the section to include any
formal company qualifications,
such as ISO certifications. We
have used an example of adding-
in our 1ISO45001 accreditation.

&

i GOV.UK Find a Tender
Search Mynotices yaccourt Shgmeut

Is your organisation influenced or
controlled by another person or
company?

L

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.

Do youwant to add any relevant
qualifications?

Step-by-step guide to Find a Tender Service Registration for Suppliers
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Step 3 - Uploading your compa

If you have a company qualification to
il; GOV.UK Find a Tender add, click yes and then add the relevant

o B G 5 information into each successive
screens.

Enter the qualification name

ik GOV.UK Find a Tender ili GOV.UK Finda Tender

Sewch Mynctices Myasccount Signout Search Mynctices Mysceounmt  Signout

Check your answers
Who awarded the qualification?
Qualification name

Awarded by

| | Date awarded

& &

Finally, choose ‘yes’ to add a second/
each subsequent qualification and P e ) e
repeat the above process, or ‘no’ to - e
return to the main menu. You have added 1qualification

Qualification name : 150 45001
Awarded by : Citation

Date awarded : 61 Manch 2024

Add another qualification?

-
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Doyouwant to add any trade
assurances?

Find a Tender

Search Mymotices Myscooumt  Sigeout

Who awarded the trade assurance?

il GOV.UK Finda Tender

Search Mynotices Myasccownt Sigeout

What date was the trade assurance
awarded?

CICIC

e 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.

ks GOV.UK Find a Tender

Search Mynotices Myaccount Signout

Do you know the reference number?

s GOV.UK Find a Tender
Search Hynotices Hyasccount Shonout

Check your answers

Awardid by
Rueferencs mumber

Date swarded

Step-by-step guide to Find a Tender Service Registration for Suppliers
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Step 3 - Uploading your compa

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 You have added 1trade assurance
menu. wardod by Examla Body

Reterence number : Yes, 12345678

Date awarded | 01 January 2020

Add another trade assurance?

EXCLUSIONS
Mandatory 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.

FING @ venoer

4t GOV.UK Find a Tender

Search Mymotices Mysccount Signout

Search Mynotices Hyasccount Signout

Do you have any exclusions to add for

your organisation or a connected 5 - : i
person? Did this exclusion happen in the UK?

R

L

- -9
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& GOV.UK Find aTender
Select which exclusion applies Search Mynotices Myaccount Signout

Penalties and other events

Enter an email address

i GOV.UK Find a Tender

Saarch Mynotices Myaccount Skgaout

Describe the exclusion in more detail

iy GOV.UK Find a Tender mqtich ik GOV.UK [ —

Search Mymotices Myasccount Signout
cee yntRcas Hyjcoems: Same SeEch  Mysstidd  Mysooust  Sighout

Do you have a supporting document to

apload? Was the decision recorded on a public

authority website?

& =
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il GOV.UK Find a Tender

Search  Mynobiced Mysccoust  Sige et
Have the circumstances that led to the
exclusion ended?

Have the circumstances that led to the @
exclusion ended?

Once you have completed the
declaration process, save the
information to either return to the main e

menu or add in a second exclusion. S

Exclusion applies to
Contact email
Exclusion in detail
Exclusicn belng managed
Supporting document
Recorded an awebsite

Date citcumitances ended

-

e FINANCIAL INFORMATION
ity GOV.UK Find a Tender S—
Soach Hyootions Hyacooent Sgrout 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.

The financialinformation you will need

ST
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Search Mybsticel Myscoomnt  Shpnout

ik GOV.UK Find a Tender

Ssarch Mynoticss Myaccount Signout

Upload your accounts

il: GOV.UK Find a Tender Engitsh How the exclusion is being managed

Search Mynotices Myscoount Signout You must tell us what y 566 i wirs. Sul

What is the financial year end date for
the information you uploaded?

iy GOV.UK Find a Tender

Search Mynotices Myscoont Signout

Find a Tender

Search Mynstices Mysccount Signut

Do you have a supporting document to Check your answers
upload?
A f ‘Auvdited accounts

Document uploaded

Date of financial year end

- 'S
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Step 3 - Uploading your compan

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

Search Hynotiom  Mysccount  Signowt

You have added 1file

Audited accounts : Yes
Document upinaded : COP_Financlal_1_20201210120120123 |pg

Date of financlal year end : 31 July 2024

Add anather file?

Ow Ow

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

Audited accounts : Yes
Dotument uplosded : EDP_Financial_1_20241210120124123J09
Date of inancial year and : 31 ety 2024 menu.

Audited accounts : Yes
Document uploaded : COP_Financial_2_20241210120322938 jog

Crate of financial year end : 31 July 2023

Add another file?

O Yes @ No

@

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.

CRESCENT PURCHASING LIMITED

Supplierinformation

Basic information Completed
Connected persons Mo connected persons Completed
Comgleted

Comgleted

Completed

&/
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Step 4 - Sharing your informatio

submission)

If you have uploaded
your information just

in time to share it in i

a tender submission,
then the ‘share my Organisation smal rond@thecsc uk
information’ link is Sritionsdines . remime |l 2] lacte

showing on the menu
that you have just
returned to.

If you are logging in
subsequently, you
need to click on the
“complete supplier
information” link =

from your main

w company screen

within the platform.

‘-L GOV.UK Find a Tender

Search  Mynoticel Mysccount Signout

e ; Clicking through to ‘share

Share your supplier information . . .

my information’. Click
on ‘Create a share code’

e e T and then follow the below

steps.

iz GOV.UK Finda Tender

Search Mynotices Myaccount Signowt

Your declaration details

Enteryourname
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Step 4 - Sharing your information (i

it GOV.UK Find a Tender

‘our declaration details

eryour postal address

Search Mynotices Myaccount Signout E
nt

Your declaration details

Enter your email address

Check your answers

Declaration

Declared by

e —— _ When you have completed

e ' these steps and clicked

Pestalsccress ‘Confirm and get share
code’.

Condirm and get share code

Share code created
. Your share code
Your code will appear and tQfMnQGK
the screen should look

like this.

-
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Step 4 - Sharing your information (i

You can either copy
and paste this into your
tender submission or
click on download, and
| e a ZIP file will be saved

¥

Downloads *  tOIMAQGK

— to your computer’s
gl S INEREE ' download folder, the
: :E:-:::::::::-j_ji"-.:'lzl:?;l:ziii contents Of WhiCh Will
Punwas s comprise these files.

This zip file can
be included
in your tender
submission.
Your company
record will save
the share code.

il GOV.UK Find a Tender

Search Hynotices Mysccount  Signout

Do not use this share
code on more than one
Share your supplier information tender submission. Each

time you submit a tender
requiring you to share this

» H

Create a share cade once you've completed all sections. You'll be asked for

this share code fyou apply fora tender information, create a new
share code following the
above steps.
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Step 5 - Adding in additional users fc
company

Organisation
identifier

Organisation emall .

Organisation address  Proc
H

From the login home
screen, Click on the
‘Manage users’ link. This
will take you to a new
screen.

Organisation has 1user

Mark Pearson Admin Editor select ‘Yes’ and CIiCk
Add another user? ‘COI"Itinue’ tO add another
Ow Ow user.

Continue

Add auser

First name

Last name

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.

Select userrole

O Admin

Can do anything. including add, remove and edit users

153
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Step 5 - Adding in additional users
company

N FYNODCES  MYSCCOUNT  Sign oux

Check your answers

g s Click ‘Send email’ and the
Lostrame Pearson2 user you have nominated
Emaitaddress will receive an emailed
et link to verify/accept their
addition as a user on the
platform.

Organisation has 2 users

Mark Pearson Admin Editor mark.pearson@thecpc.ac.uk

Mark1Pearson2 Editor m.pearson@thecpc.ac.uk

As the originator of the add
user request, you will then Add another user?
see this screen. Qw Om

Continue

|@§S 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 like

tender.service.gov.uk/organisation-invite/970f0bc7-9959-473a- this.
99ac-5f7b76b07300

156/
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Step 5 - Adding in additional users for yc

company |

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
supplier?

Find out more here.
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