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How to register your organisation
and find your unique identifier
- a guide for suppliers

This guide relates to
registering as a supplier on the
new central digital platform
(Find a Tender)

What is the Central Digital Platform?

The Central Digital Platform - also known as Find a Tender - is an online portal which
makes it easier for suppliers to find and bid for public contracts. It has been designed to:
* Feature a simple registration and identification for both suppliers and buyers.
e Store suppliers’ core business details that can be used for multiple bids.
¢ Enable easy management and updating of core information quickly, and shared easily
between suppliers, eSenders and buyers.
* Make public procurement opportunities visible making it easier to search at no cost
and set up alerts for tenders of interest for suppliers.
¢ Allow for procurement noticing throughout the procurement lifecycle.
e Capture procurement data and eventually allow creation of dashboards to analyse that
data.
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il GOV.UK Find a Tender

Find information on UK
public procurements and

www.gov.uk/find-tender contracts

. . Find a Tender is where public sector buyers publish
The central di gl tal p latform procurement, dynamic market and contract notices that
. suppliers can search and apply for.
is free to use for everyone.

How you signin to Find a Tender has
changed

You'll need a GOV.UK One Login to sign in to this service.



Registration in 3 easy steps

Every supplier should assign a single person to initially set up and and register their
organisation. This person will be the Administrator and will be able to add and approve
other users. The Administrator will also enter and amend all of the details about the
organisation.

To get started, visit our user registration page and complete the following steps to create
an account:

Create your GOV.UK One Login or
signin

Wou can use your GOV UK One Login to access some government services

in the future, you'll be able to use it to access Al services on GOV UK,

Wou'll need;

& an emall

Create your GOV.UK One Login

If you already have a GOV.UK One Login account, select ‘Sign in’ and skip to step 2 or, if you
do not have an account, follow the step 1 below to register.

1 STEP ONE: Register for GOV.UK One Login

To register for a GOV.UK One Login account, select ‘Create your Gov.UK One Login’ which
will load the following page:

Enter your email address

Agree to the GOV.UK One Login terms of use
By continuing, you confirm that you agree to our:

» privacy notice (opens in a new tab), which explains how we use your
personal information

¢ terms and conditions (opens in a new tab)



Enter your individual work email address here, then view and agree to the terms of use,
and privacy policy.

A code will be sent to your email address. Once you receive the 6 digit security code,
enter when prompted on the next screen. Your email might take a few minutes to arrive
and you may need to check your spam folder.

Check your email

We have sent an email to:

The email contains a 6 digit security code.

Your email might take a few minutes to arrive. If you do not get an email,
check your spam folder.

The code will expire after one hour.

Enter the & digit code

» Problems with the code?

You will then be asked to choose a password.

Create your password

Enter a password

Re-type password

>

Next, you will now have to choose how to receive security codes. You can choose
from receiving a text message or by an authentication app.

Choose how to get security codes

O Text message

O Authenticator app for smartphone, tablet or computer

W



If you selected the text message option, an SMS text message will be sent from GOVUK to
your registered mobile phone number with a 6-digit verification code. The code may take a
few minutes to arrive and will expire after 15 minutes.

You should enter this code on the next page and continue.

Check your phone

We have sent a code to your phone number ending with
It might take a few minutes to arrive. The code will expire after 15 minutes
Enter the 6 digit code

l

»

You will have now created a GOV.UK One Login!.

You’ve created your GOV.UK One Login

MNow continue to use the service

2 STEP TWO: Complete Central Digital Platform Registration

Once you have created your GOV.UK One Login or signed in, you will then proceed to
finalise your registration for the Central Digital Platform.
You should now read and agree to the Central Digital Platform service privacy policy.

Agree to privacy policy before

- -
continuing
Before you can continue, you need to read and agree to the Central Digital
Platform service privacy pol cy (opens in new tab)

Yes, | have read and agree to the Central Digital Platform service
privacy policy



You will then be asked to enter your first and last name.

Enteryour name

First name

Last name

Once you select continue, the following page will load displaying your account
details and the option to register an organisation.

My account

Sign in details

Email address: Joe.Blogas@FTSSupplierExample.com

My organisations

Register an organisat

supply goods, works, services or utilities

Register an organisation

After you've registered

f you need to y

3 STEP THREE: Complete Central Digital Platform Registration

You will need to have to hand the organisation’s Companies House number or an
equivalent, like a Charity Commission number, and the registered address.
If you do not have a relevant registered account number the platform will assign you one.

You will first need to select ‘Register an organisation’ from the ‘My account’ page as
shown above. You will then be asked whether you wish to register as a Buyer or Supplier
- select Supplier.

What do you want to register your
organisation as?

O Buyer

A contracting authority who publishes notices to buy goods, works,
O Supplier

An organisatior 1 1 i

5 1o supply Qoods, Works, sendices or ulilimies

Continue



You will now be asked if your organisation has a Companies House number. If you do,
you will be prompted to enter one.

Does your organisation have a
Companies House number?

You can find your company number on Companies House (opens in a new
tab). Itis an 8 digit or 2 letter and 6 digit number. For example, 12345678 or
SC123456.

O v
O e

If you do not have a Companies House number, select ‘No’ and you will be prompted
with the below alternative options. If none apply, you will be generated a unique
identifier.

Is your organisation on any of these
registries?

Select all that apply. Then enter the registration number.
O Charity Commission for England and Wales
Scottish Charity Regulator

Charity Commission for Northern Ireland
Mutuals Public Register

Guernsey Registry

Jersey Financial Services Commission Registry
Isle of Man Companies Registry

MNHS Organisation Data Service (ODS)

slelsisielelsle

UK Register of Learning Providers

o
1

O

MNone apply

Continue



Which best describes your

organisation?
Select all that apply

Small or medium-sized enterprise (SME)
Fewer than 250 staff and a turnover of £44 million or less or a
balance sheet total of E38 million or less

Voluntary, community and social enterprise (VCSE)
Non-governmental, value-driven and reinvests to further social,
environmental or cultural objectives

Supported employment provider

Providing employment, or employment related support, to disabled
or disadvantaged individuals that represent at least 30% of the
workforce

Public service mutual
Had previously left the public sector, but continuing to deliver public
services

Enter your organisation's name

As registered on Companies House if incorporated, or the trading name of the
company.

]




You will now enter your organisation’s email address. This should be a shared email
that other members of your team can access. When registering, you have the option
to retain the notices and save searches on your old account by reregistering with
the same email addresses. If you register with a new email address, your old
information will not be pulled through.

Enter your organisation's email
address

Where possible, use a shared inbox that other team members can access

| |

Next, check or enter your organisation’s registered address. As before, this will be
automatically populated if you entered a Companies House number. You also have
the option to enter a non-UK address on this page.

Enteryour organisation's registered
address

The address registered with Companies House, or the principal address the

business conducts its activities. For example, a head office
Enter a non-LIK addres:

Address line 1

Town ar city

Posteode

The next screen will allow you to check your answers, and make any necessary
changes, before proceeding to select ‘save’ and completing the registration of your
organisation.

Check your answers

Organisation Other / None hange

identifier

Organisation name FTS Supplier Example Change

Email address Shared.Inbox@FTSSupplierExam Change
ple.com

Registered address Anywhere Road Change

Anywhere Town
AMNOD OYW
United Kingdom



Selecting ‘Save’ will load the following page to display your registered organisation.

My account

Sign in details

Email address:

You can

My organisations
Organisation name

FTS Supplier Example

To see the details of the organisation and find your unique identifier, select ‘View’.

On this page, you will see your organisation’s details, including your identifier as
highlighted. Share this unique identifier with the contracting authority before being
awarded a contract.

FTS Supplier Example

Organisation details

Organisation name FTS Supplier Example Change

Organisation + Public procurement
identifier organisation number (PPON})
PXRD-M37-ZRNL

Organisation email Shared. Inbox@FTSSupplierExam Change
ple.com
Organisation address  Anywhere Road Change

Anywhere Town
AB10AA
United Kingdom

Complete supplier information

Complete and share your supplier information to bid for procurements.

Manage users

View, add or remove users.

Register as a buyer

If you also buy public sector goods, works, services or utilities.



