myTenders Registration Instructions

1. Log into the myTenders website

2. Click on the free Registration tab

3. Under Supplier Registration, click on the tab to register as a free supplier

4, Fill in the Supplier Details. — Tick the box next to the option Not on Companies House, if you are

not a registered Company
5. If your country is not listed in the options, select United Kingdom (UK)

6. For the password, please note the length and required characters. A new Password will be
required and not the one currently associated with the email address used.

7. Tick the box to confirm agreement with the Terms and Conditions.

8. Click Submit

9. An email will be sent to the email address used for confirmation of your registration.
10. Please confirm your registration by clicking on the link in the email

11. Then log into myTenders using the email address and password used at registration.
12. Fill in the company statistics requested.

13. Click Save.
14. Click on the tab marked Latest Notices. Search for the Tender of interest.
15. Click on the tender to open.

16. Click on the tab at the top of page stating Record your Interest Now.

17. Click on Save, once all details are correct.
18. A message is displayed indicating your interest have been recorded.
19. Click on the button marked Continue.

20. Click on the tab in the right hand corner stating Go to Postbox.

21. Click on the tab marked Create.

22. Fill in the information and upload your BID.
23. Click Save and exit, if you wish to revisit later to finalize
24, Click on Dispatch if all documents and information are correct, completed and uploaded.

25. Once your bid is in. A message will be received to confirm.



