
TENDERING THROUGH IN-TEND - GUIDANCE 

 

This is the supplier home page https://in-tendhost.co.uk/westyorkshireca/aspx/Home 

You will first of all have to register your details. 

  

https://in-tendhost.co.uk/westyorkshireca/aspx/Home


 

You MUST complete all the yellow boxes.  

 

 It’s a big document and you’ll have to scroll down a bit. 



 

You can use the name and password that you used in DELTA.  Put them in here and confirm them.  



This is important.   

Fill in the Business Categories.  For WYCA transport tenders, you should select 60(a), 60(b) or 60(c) or all three.  Otherwise select which applies.  This means 

you will get automatic notification when WYCA invite tenders. 

 

 Select them by clicking the cross or crosses. 

  



Finally, click the Business Categories 

 

Tick the right one for your company 

 

 

 Finish off by clicking ‘Register my Company’ 

  



Now for a tender.  This has been done on the training site.  The word, TRAINING’ is not on the main site. 

 

The following screens are an example but show what you need to do.  

 



 

 

Just put your mouse on the word ‘Tenders’.   

  



Click ‘Current’ 

 

 

  



The following screen will appear and may have a few tenders on it.  The title is here and brief description here. 

 

 Click ‘View Details’ on the one you are interested in. 

 

  



The next screen looks like this and gives a little more information about the tender. 

 

 Click ‘Express Interest’ 

 

  



You now have to log in, using the name and password you used when you registered. 

 

 

 

 

 

  



You have to confirm you are interested in the project 

 

 

 

 

 

  



The tender documents are here where it says ITT (simply means ‘Invitation To Tender’).  Some may have a PQQ stage (pre-qualification questionnaire). 

 

 

 

 

 

 



Here are some instructions.   

 

 

 This shows the deadline and time left before the deadline. 

  



Scroll down and you’ll find where the documents are.  Download them by clicking here. 

 

 

When you’re ready to send your tender back to us, click here to attach your documents. 

  



The documents you are attaching are shown here 

 

When all the documents are attached, click here  

 

  



You get a receipt that proves you have submitted a tender.  This can be printed.

 

It shows who submitted the document, what document and when it was submitted. 

 



You also get this message in red at the top of the screen. 

 

  



Clicking ‘Current Tenders’ again, you will also have this message to show your tender has been received. 

 

 Now you can log out 

 

  



CORRESPONDENCE 

We may need to send messages which will be sent through In-Tend.  You will receive an e-mail to say you have a message. 

You have to log in and click the red message here. 

 

  



The message we have sent appears here. 

 

 

  



If you need to reply, click here 

 

  



 

Type your message in the yellow box. 

 

 Click ‘send’. 

After the deadline for receipt of tenders, you will receive various messages about the progress of the tender.  You will be able to view them in the same way 

as the correspondence described above. 

  



If you need to send new correspondence to WYCA about the tender, you must use In-Tend, not an ordinary e-mail system like Outlook. 

Log in and select the particular tender. 

Click ‘Correspondence’ 

 

  



Click ‘Create Correspondence’ 

 

  



The subject should be the tender title.  Type your message here.  Click ‘Send’. 

 

  



You get proof that the message has been sent. 

 

 

  



All the different messages that have been sent by us and you can be seen here. 

 

  



 

For queries:  Christopher Brooks 0113 251 7237  chris.brooks@westyorks-ca.gov.uk) 

Wayne Robinson  0113 251 7236 wayne.robinson@westyorks-ca.gov.uk  

mailto:chris.brooks@westyorks-ca.gov.uk
mailto:wayne.robinson@westyorks-ca.gov.uk

