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O V E R V I E W

Onboarding  - mandatory stage which allows service providers to begin
receiving tendering opportunities. 
Accreditation  - optional stage which allows service providers to develop their
profile on the system with details of case studies and references.

When working with us you will benefit from a quick, easy and compliant route to
market, with access to opportunities across the public and private sector. 

This Guide is designed to help you become part of the Constellia service provider
chain which is a two-stage process.

1.

2.

 
The Guide explains the initial Onboarding process. You can request the
Accreditation Guide by emailing info@constellia.com

H O W  I T  W O R K S

Access to bid for exclusive contracts that are otherwise unavailable to the
greater market;
Ability to promote your capabilities to our client base via your page;
Build relationships with public sector clients and allows for direct awards;
Mitigates IR35 risk;
Accreditation badge enables service providers to market themselves as an
approved and compliant service provider of Constellia.

There is no charge to become a Constellia service provider or to bid for
opportunities. A management fee is only applied to any successful projects you
win. Clients can access your services via a mini competition or a direct award
process which Constellia will manage.

Service provider benefits: 

 
You only need to onboard with us once to gain access to all Constellia clients. Your
details are saved on our portal and you will be contacted once a suitable bidding
opportunity arises. You can also update and amend your profile at any time.
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O N B O A R D I N G  P R O C E S S  F L O W

Organisation Details
Mandatory &
Discretionary

Exclusion

Company PoliciesInsurances

Category Selection Bank Details

Service Provider
Agreement
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 Full company details 
 VAT number 
 Insurance details 
 Self-Certification regarding policies
 Answers to mandatory and discretionary grounds for exclusion questions
 Bank Details

You will need to complete a profile by using the following link:
https://www.constellia.net

Information required before getting started: 

H O W  T O  B E C O M E  A  S E R V I C E  P R O V I D E R

C R E A T I N G  A N  A C C O U N T

Visit https://www.constellia.net
From the log in page, select ‘Create an account.’

1.
2.
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Once you have completed these fields and pressed on the ‘Get Started’ button,
you will receive a verification notification email. Please click ‘Verify your email
address’ once received. You may need to check your spam or junk folders. 
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3. Complete all required fields (marked *) then press ‘Get Started’.

4.
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Shortly after this point, you will receive an email alert from DocuSign with a
copy of the Service Provider Agreement. This agreement effectively allows
service providers to enter a contract with Constellia and forms the overarching
terms and conditions that will apply for any successful engagement. For
individual projects, service providers will receive a statement of work (template
provided within the agreement) where project specific clauses can be amended
and/or included.

You will be required to your companies information in DocuSign to populate the
contract. It is important that you enter this information accurately, and inform
Constellia if any information provided changes. 

You can sign the document by either uploading or drawing a signature. You are
also able to delegate the signature process to another member within your
organisation by clicking on the ‘change signer' button in the top right-hand
corner of the page.

If you have any questions relating to this contract, please contact
support@constellia.com. You are able to continue with other parts of the
Onboarding process while this agreement is being reviewed.

5.

mailto:support@constellia.com


The capabilities section asks you to highlight the service(s) your company
specialises in. By selecting the capabilities tab, you will be able to see a pre-
defined capability list. Your capabilities selection allows Constellia to contact
you about suitable bidding opportunities. Once you are happy with your
selection, please press ‘Continue to Profile Setup at the bottom of the page’.

CAPAB I L I T I ES
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The next sections allows you to complete a company profile which can be
amended any time after the Onboarding process. Please press ‘Continue
Onboarding’ once completed.

PROF I LE
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Once you have set up your account you will be taken to the Onboarding page
that finalises your company information. Each section is checked by Constellia
prior to Onboarding completion. Press the action button next to each section to
submit the information:
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9. Starting with Organisation Details’ complete all mandatory and relevant fields.
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You will be asked to complete a set of mandatory and discretionary questions. If
the answer to any of these questions is ‘yes’ you may be asked for further
details.
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10.



You will be asked to self-certify that your organisation has plans and policies in
place and/or can commit to obtaining them if requested prior to the submission
of a tender response to any given procurement.
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11.



You will be required to self-certify that your organisation can commit to
obtaining specific insurances if requested prior to the submission of a tender
response to any given procurement.

13. Please also upload copies of current insurances held by your organisation.
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12.
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Please indicate the category or categories that your organisation intends to
deliver against.

15. Please input your organisations bank details.
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14.



Once all stages are completed, Constellia will review the information and
approve or provide feedback accordingly. The Service Provider Agreement will
be approved as the final stage of your onboarding once all other steps are
approved and complete. You will also receive a countersigned copy of the
Service Provider Agreement. If Constellia require further information, Service
Providers will be notified via email and you can re-submit any information as
required.

Service providers will need to be fully onboarded before they can start to
receive tendering opportunities via the system.

Service providers can have multiple user profiles attached to their account. The
user/email address that is used to onboard as a Constellia service provider will
be the ‘owner’ who will then be able to invite additional users. To do this click
on the ‘Account’ button in the top right-hand corner, then select the ‘Users’ tab
and ‘Invite New User’. Owners can also remove users as appropriate.

O N B O A R D I N G  F E E D B A C K

A D D I T I O N A L  U S E R S
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16.

17.

For further advice and support you can contact a member of the Constellia team by pressing
the help button and then contact us. You can also email us at support@constellia.com
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