STEP-BY-STEP GUIDE TO REGISTRATION ON THE E-SOURCING SUITE
1.      Establish whether your organisation is registered as a supplier on the ESourcing suite by e-mailing eEnablement@crowncommercial.gov.uk with your organisation’s details and D-U-N-S number if you know it. If your organisation is registered and you do not know who in your organisation is registered as a Supplier Admin Manager (SAM),  please also ask them to tell you who this is as you will need them to approve your user registration;
 
2.   If you are not already registered as a supplier, register your organisation by clicking on the “supplier ESourcing registration” link on the ESourcing suite homepage: https://gpsesourcing.cabinetoffice.gov.uk. Note that as part of the registration process you will need to enter your D-U-N-S Number. The guidance will tell you how to find out if your organisation has one of these numbers and how to obtain one free of charge.
 
3. Once you are a registered supplier, you need to register yourself as a user. If your organisation already has a SAM then you should contact them and ask them to register you on the system (section 9 in the guidance tells the SAM how to register you). Once a SAM activates your user account, you should receive two emails. The first will contain your username, and the second a temporary password. This is the information you will need to log on to the ESourcing Suite. If you are the first person from your organisation to register as a user, complete the user registration details and you will be registered as a SAM. In the future you will also be asked to approve any additional users who register from your organisation. You should receive two emails. The first will contain your username, and the second a temporary password.
 
4.   Once you have received your username and password, log in at https://gpsesourcing.cabinetoffice.gov.uk. You will be asked to enter a new password in order that you change your temporary one. Follow the password guidance on screen.
 
5.   What to do if you have registered and have been invited to this bidding application:
 
● Login to Emptoris 

● Click ‘Accept’ to T&Cs (ensure your pop-up blockers are turned off if you can’t get past this stage) 

● Click ‘Bids’ tab and then ‘View RFx(s)’ 

● You should now see a list of ‘open’ RFXs to which you have been invited. If you wish to see ‘All’ RFx to which you have been invited or just ‘Closed’ RFx, change the page filter appropriately. 

 

6.   If you haven’t been invited to take part in this bidding application, for example you have seen the opportunity on Contracts finder, you must first register your interest in the event to be able to gain access to it. Once you are registered on the ESourcing suite do the following: 
 
● Send an email to address specified in Contract Notice - for events administered by ESourcing team this will be ExpressionofInterest@crowncommercial.gov.uk
● Provide details of the event, including the full name, reference number event eg RM1557, UK SBS 
● Provide your organisation’s full registered name and DUNs number 
● Provide the contact(s) within your organisation who should be added 
● You will receive emailed confirmation that your interest has been noted 
● Login to Emptoris (the ESourcing suite)
● Click ‘Accept’ to T&Cs 
● Click ‘Bids’ tab and then ‘View RFx(s)’ 
● You should then be able to see the event and proceed with your bid submission 
 
7.   Once registered on Emptoris (the ESourcing suite), you should download the bid documents, fill them in and then upload a completed PDF version of the application form back onto the system. 
