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in-Tend  Supplier - Registration User Guide 
 
Access to the Portsmouth City Council portal of in-Tend e-Sourcing Management system is via the URL  
<https://in-tendhost.co.uk/portsmouthcc> 
 
Once you are on the Home Page you are advised to save the In-Tend site to your favourites list for returning 
your completed PQQ, and to communicate with us on this and any future projects. 
 
This guide has been provided as a supplement to the on screen instructions and the on screen help button  
avaliable throughout the site 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Click on New User 
Registration 

Stage 1:  All boxes coloured 
yellow must be completed as a 
minimum.  The more information 
you provide the easier it makes 
life in future, however once 
registration is completed you can 
edit this additional information at 
your leisure 

Once completed click next 
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Note: You can select as many categories as you consider applicable.  Although this is not a mandatory field, 
buyers may search the database for suitable suppliers especially with respect to quotations.  If you do not 
use this selection you could lose out on business opportunities. 
 
 

  
 
 
 
 
 

 
 
 

Click OK 
 

Stage 2:  
To select a business category 
either type a keyword 
(construction) into the box and click 
on search,  
Or 
Leave box blank and click search 
to open up drop down list of all, 
scrolling down until you find the 
most appropriate to your business, 
you may choose any many as you 
like. 
 
Click to highlight 
 and then click Add Selection(s) 
 to add to Selected Categories 
  
Click Next to continue 

Stage 3:  Is required in order to 
set up users within your 
company allowing individuals to 
log on to the site in order to 
express interest and to take part 
in tendering and quotation 
processes. 
 
At least one user must be 
added to complete the 
registration, other users can be 
added at a later date, you are 
strongly advised to register at 
least two users to cover for 
holidays etc 
 
Click Add 
 

As in Stage 1 Company Details, 
all yellow fields must be 
completed other fields can be 
completed at a later date. 
 
All correspondence, updates etc 
are set to the Publish E-Mail 
address (see Stage 1) if you 
also want copies sent to this 
user leave this box ticked.  
Again this can be edited at a 
later date. 
 
You are advised not use the 
same email address for a 
user as that used for the 
Publish E-Mail address 
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Add additional User(s) as above or click Next to continue 
 

 
 
Check summary and make changes to each section as required using the appropriate Change Details 
button.  Note editing company details or adding and deleting users can be carried out, at any time by all 
user’s registered against your company details. 
 
Once you are happy with the registration click on the Register My Details  button.  An email will then be sent 
out to all the users you have identified confirming registration, their email address and their password that is 
to be used to logon.  Unique user ID’s will also be provided and should be retained as a means of 
identification for security reasons. 
 
Forgotten Passwords 
A send reminder button appears on the logon screen 
 
Account locked 
Call Portsmouth City Council ICT Security +44 (0) 23 9283 4781.  This number can not provide password 
reminders or technical help in any way. 
 
Technical Help 
If you can not find the help you need on line call Software Support +44 (0) 1332 869400 
 
Tender/Quotation Info 
Requests for information on a project should be made via the correspondence function within the software 
wherever possible as a last resort call the System Administrator in Portsmouth on +44 (0) 23 9283 4918 
 


