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Supplier Guide: Create a
Company Account

Welcome

This training guide has been developed to help Suppliers to create a
company account in Open.
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PROCURING FOR YOU

Go to the Open homepage:

https//MWww.open-uk.org

Click Get Started in the top
right-hand corner of the page.

A pop-up boxwill appear titled,
Who are you?

Select Supplier and then click
Continue.

Another pop-up box will appear
titled Company Type.

Use the dropdown arrow to
select the relevant option for
you and click Continue.

The e-procurement platform
designed by the public sector,
for the public sector

Who are you? X

Please select one of the following options:

© Supplier
O Buyer

Company Type X

Select your company type

Please select v



https://www.open-uk.org/
https://www.open-uk.org/
https://www.open-uk.org/
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Certain company types will
prompt you to add your
Companies House Registration
Number in the pop-up box
titled Company Search.

If you enter it, click Continue
and the system will populate
company details for you.

You can choose to Skip this step
if you do not have a Companies
House Registration Number.

If you entered your Companies
House Registration Number
some fields may have been
populated already.

Complete all required fields
with relevant information
regarding your company.

In the question Are you
registering as a regional
office or wish to join one?
select No.

This only applies if you want to
Jjoin a regional office that exists
in Open or want to register a
new one.

If so, please select Yes and enter
the relevant details for your
office.
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Company Search X

Enter your company registration number and we will get your
information from Companies House to help speed up the
process.

e.g. 0123456
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Enter Company Details

Plaase solect v

Are you registering a regional office or wish to join one?
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Once all required fields have
been completed, click Continue.

To ensure you are notified about
opportunities relevant to the
nature of your business you
need to assigh Codes and
Categories to your company
account.

Click +Add to select Codes and
Categories.

Select all Categories that apply
to goods or services that are
relevant to your business.

You can do this manually, or by
using the search bar. If you are
manually searching, note the
arrows at the right-hand side
indicate that there are lower
levels available.

NB: 7o ensure that you do not
miss any opportunities, please
make sure that you also select
all lower-level codes applicable
to your line of business.

Save your selection by clicking
Done at the bottom right of
the page.
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Codes and Categories

Codes and Categrias Selected @ a0

custry coddes selectact Pieass seloct 3t st ona cocls

Add Codes and Categories X
-
(Q [earch for a code or eategory ) -
S
[] 290000- Arts & Leisure Services > |
D 100000 - Building Construction Materials )
D 110000 - Catering >
D 120000 - Cemetery & Crematorium >
D 130000 - Cleaning & Janitorial >
D 140000 - Clothing >
hd
Add Codes and Categories X
|:| M0 - Banguet & Catering
l:‘ 210 - Corporate Services
MO0 - Equipment & Utensils >
200 - Food & Beverages >
[] mz20-school Meals service
M230 - Social Care >
l:‘ 31 - Takeaway Service




Toremove Codes and Categories
click the Xat the left- hand side of
the green category box.

Once your selection is complete,
click Continue.

To ensure that you are also
notified of relevant opportunities
within the area you can do
business, you also need to
choose the Delivery Area.

Click + Add to select Delivery
area.

A pop-up will appear titled
Add delivery Area.

Select all areas in which you
provide goods or services —
nationally, regionally or within
your local area.

You can edit this area manually,
or by using the search bar. If you
are manually searching, note the
arrows at the right-hand side
indicate that there are lower
levels available.

Codes and Categories Selected

Codes and Categories

Codes and Categories Selected

o
Delivery Areas Selected ® s
aress seected. Piesse sefoct st lesst ane deihvery ares
Add Delivery Area X
(Q Search for a country, region )
United Kingdom

D UKH - England - East of England >

D UKI - England - London >

D UKF - England - Midlands (East) )

D UKG - England - Midlands (West) >

[] ukc-Eengland - North East >

[] ukp-England - North West >
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NB: 7o ensure that you do not
miss any opportunities please
make sure that you select all
lower- level codes.

Save your selection by clicking
Done at the bottom right of the

page.

Once your selection is complete,
click Continue.

Complete the next set of account
details on screen. These are all
mandatory fields. Your email
address will be your Username
for access to Open.

Review and agree to the Terms &
Conditions and Privacy Policy
and let us know that you consent
to receiving email
communications from Open,
then click Submit.

Click Confirm when asked to
confirm your email address.
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Add Delivery Area X
(Q Search for a country, region )
United Kingdom
D UKH - England - East of England )
[] uki-England - London >
[] UKF-England - Midlands (Easy) >
[ ] UKG-England - Midlands (West) >
[] UKc-England - North East >
[] UKD-England - North West >

Delivery Area

Delivery Areas Selected @ s
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Account Details

Emal  Fmteame  Latname

nnnnnnnnnnnnnnnnnnnnnnnnnn

| agree to Open Terms & Conditions and Privacy Policy.

| consent to receive communications about Open account by email.
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You will receive an on-screen
message to confirm that your
temporary password has been
sent to your email account.

NB: Email addresses may only be
used once in Open as they are
the unique identifier for each
user. If you receive the error,
please use another email
address to register.

You will now be sent a onetime
passcode to your email address.
Open the temporary password
email from Open
notifications@open-uk.org you
may need to check your spam
or junk folders.

It's also a good idea to add this
address to your safe sender list
as new opportunity notifications
and correspondence from
authorities comes from this
email address. .

Follow the instructions in the
email and go to the Open login

page.

You should see the Welcome
back Login to your account
page, enter your email address
and use the onetime passcode
as the Password. Then click
Login.

Congrats! X

Thank you for registering with us! You'll receive an email with a
temporary password to the address you have provided. Please
follow the instructions on the email to complete your
registration and be notified of relevant opportunities.

Don't see an email coming through? Check your spam folder, it
may be waiting there!

An account with the
given email already
exists, please use a
different email for
registration.

gl

Thank you for registering!

Please o o
pOMATY PASSW

Sill having probiems? Please coMact us a1 OpeN SUDRONENE R0 019

Welcome back

Login to your account

Email Address

I Enter email address

Password Fargot password?

-

I Enter password



mailto:notifications@open-uk.org
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A pop-up appears asking you to Enter New Password X
enter a new password that meets

the password requirements shown
on screen. Enter the password and | opentesting46:26@gmail com
click Submit.

Enter your email.

Enter your new password.

| Enter new password

Confirm passwaord.

| Enter new password

Must be at least 12 characters long

Must include at least 1 lowercase letter

Must include at least 1 uppercase letter

Must include at least 1 number

Must include at least 1 of these #71@%$%»&*- special character

A pop-up will appear titled Password Updated X
Password Updated.

Your password has been updated!

YOU W| | | be d | rected to you r If you are intending to bid for opportunities over £5000, we
recommend you to complete the Section Questionnaire which
DaSh bOa rd pag e. we will automatically attach when you are bidding for

opportunities, saving you time late on!

Congratulations! You're now a
registered supplier with Open.
Check out our other guides
including how to join a
company account and how to
edit codes and categories to
find out how to make the most
of Open.

Get Support
For more information and support about Open please visit the
Open Hub.
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