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Introduction

Do you work with Wigan Council supplying goods, works or services, or
might you be interested in doing so in the future?

On 24 February 2025, the rules that shaped how public bodies buy goods
and services changed and we want to make sure our partners that we
contract with and who may want to work with us in the future are ready.
We want to develop a strong partnership with suppliers, businesses, social
enterprises, and community and voluntary groups to deliver our missions.

The Procurement Act 2023 aims to make procurement simpler for both
Contracting Authorities and suppliers of all sizes, particularly small
businesses, start-ups and social enterprises. The main impact suppliers
will see is the introduction of improvements to the Find a Tender Service to
create a Central Digital Platform where suppliers must be registered in
order to bid for Public Procurement Contracts. The government are
designing the system to capture core business details that can be used for
multiple bids, so suppliers only need to fill in their details once. The
Platform will be free to use, and will make opportunities more visible,
allowing for searches and alerts to be set up.

What is the Central Digital Platform?

Central Digital Platform is an online portal which will make it easier for
Suppliers to find and bid for contracts, and for buyers to meet their
transparency commitments under the Procurement Act 2023.

The Central Digital Platform is a single place for suppliers to register and
upload key business information typically asked by Wigan Council and
other public-sector bodies. Features include:

e Reduced duplication and resources used to tender

e Stores Suppliers’ core business details that can be used for multiple
bids

e The ability to set up custom searches and receive alerts

e It will be free to access

e Supplier will need to keep their details up to date
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Please note Wigan Council will still use The Chest procurement portal to
advertise its notices, receive bids from suppliers and manager its
procurement activities. However, Suppliers will also need to register on the
Central Digital Platform and provide their key business information, as this
information will be required as part of submitting their bid for tenders.

What do Suppliers need to do?

As a supplier of Wigan Council or a local business who may be interested in
working with us, it's really important you sign up to the Platform. The
Government have made it mandatory for suppliers to register to bid for
contracts above a certain size.

To register please visit: https://www.find-tender.service.gov.uk/Search

What information will Suppliers need?

Section ‘ Information required

Basic Information Name, address, Companies House number (or
equivalent, e.g. Charity number), VAT Number
(if applicable), relevant qualifications or trade
assurances and whether the organisation is a
SME, VCSE or public mutual.

Financial Information | Copies of your accounts from the most recent
financial years

Connected Persons Names, addresses and details on any
connected persons to the business (e.g.
persons with significant control). These are
individuals or organisations who have
influence or control over the Supplier.

Exclusions Details of any discretionary or mandatory
exclusions for the supplier or connected
persons as set out in Schedules 6 & 7 of the
Procurement Act 2023.
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Step 1: Registration

Before registering every supplier should agree who its first person is to set
up the organisation and do the initial set up and add and approve other
users. The Administrator will also enter and amend all the details about the
organisation.

The Administrator will first need to create their One Login account, please
follow ‘Register for GOV.UK One Login’ to register.

If you already have a GOV.UK One Login account, please sign in by going
to: https://www.gov.uk/using-your-gov-uk-one-login and click onto ‘Sign
in’ and follow steps under ‘Complete Central Digital Platform
Registration’.

Signintoyour GOV.UK One Login

You can use your GOV.UK One Login to access some government services.

It does not work with all government accounts and services yet (for example Universal Credit).

Over time, GOV.UK One Login will replace all other ways to signin to services on GOV.UK, including
Government Gateway.

See the services you can use with GOV.UK One Login.

This service is also available in Welsh (Cymraeq).

Ifyou need a GOV.UK One Login to use a service, and you do not already have one, you’ll be able to
create one when you first use that service.

Signinto:

* change your sign in details (email address, password or how you get security codes)
* see and access the services you've used with your GOV.UK One Login

s delete your GOV.UK One Login
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Register for GOV.UK One Login

To register for GOV.UK One Login, please follow the steps above and click
onto ‘Create one now'’

Create your GOV.UK One Login or signin

You can use your GOV.UK One Login to access some government services.
In the future, you’ll be able to use it to access all services on GOV.UK.
You’llneed:

¢ anemailaddress

* away to get security codes - this can be a mobile phone number or an authenticator app

You can also use GOV.UK One Login in Welsh (Cymraeqg).

Create your GOV.UK One Login

Signin

Enter your individual work email address and then view and agree to the
terms of use and privacy policy then click onto ‘Continue’.

Enteryour email address

Agree to the GOV.UK One Login terms and conditions

By continuing, you confirm that you agree to our terms and conditions (opens in a new tab).

To find out how we use your personal information, see our privacy notice (opens in a new tab).
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A 6-digit security code will then be sent to your email address. Once
received enter the box below then click ‘Continue’.

Please note the code is only valid for 15 minutes.

Check your email

We have sent an email to:

The email contains a & digit security code,

Your email might take a few minwtes to arrive. If you do not get an email,
check your spam folder

The code will expire after one hour,

Enter the & digit code

Continue

P Problems with the code?

You will then be re-directed to the following page, where you will be asked
to ‘Create your password’ once entered please click onto ‘Continue’.

Create your password

Enter a password
'I.|-::"'::l.-:“ naracee and must | thers and AUMmiber '

||_ ) very common password, such as ‘password’ or a

Re-type password
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Next you will need to choose how you wish to receive your security codes.
Choose between ‘Text message’ or ‘Authenticator app for smartphone,
tablet or computer’ and click onto ‘Continue’.

Choose how to get security codes

O Text message

O Authenticator app for smartphone, tablet or computer

> W in authenticator

Continue

If you selected ‘Text message’ an SMS text will be sent from GOV.UK to
your registered mobile phone number containing your verification code.
Enter your code in the box below and click ‘Continue’.

Please note the code is only valid for 15 minutes.

Check your phone
We have sent a code o your phone num ber end ng with

It might take a few minutes to arrive. The code will expire after 15 minutes.

Enter the & digit code

You have now created your GOV.UK One Login account.

You’'ve created your GOV.UK One Login

Now continue te use the service

Confinue
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Completing your Central Digital Platform Registration

Once you have created your GOV.UK One Login account you will then
proceed to finalise your registration for the Central Digital Platform.

You should now read and agree to the Central Digital Platform service
privacy policy and then click onto ‘Continue’.

Agree to privacy policy before
continuing

Befiore you can continue, you need to read and agree to the Central Digital
Platform service privacy policy (opens in new tab)

Yes, | hawe read and agree to the Cantral Digital Platform sarvice
privacy policy

Continue

You will then be asked to enter your ‘first name’ and ‘last name’ and click
onto ‘Continue’.

Enteryour name
First name
Last name

Continue
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You will then be re-directed to the following page where you can see your
account details and the option to ‘Register an organisation’.

My account

Sign in details

Email address:

My osyanisations
Regster an organsation if you are

¢ acontracting authonty who publishes notices to buy gonds, works
services or utiities

« an organisation or sole trader who searches for tenders and submits bids to
supply goods, works, services or utilities

Register an organisation

After you've registered
If you need toyou can

o register as the other role. if you are both a buyer and supplier

¢ add more organisations

Register an Organisation

You will need to have to hand your Organisations Companies House
number or an equivalent, like a Charity Commission number, and your
registered address.

Click onto ‘Register an organisation’

My orwanisations
Register an organsation if you are

* acontracting authority who publishes notices to buy goods. works
services or utiities

* an organisation or sole trader who searches for tenders and submits bids to
supply gooeds, works, services or utilities

Register an organisation
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You will then be asked whether you wish to register as a ‘Buyer’ or
‘Supplier’ select ‘Supplier’ and then ‘Continue’.

What do you want to registeryour
organisation as?

- i utilities
O Supplier

A arganisation or sole tr:

bids to supply goods, wor

You will now be asked if your organisation has a Companies House
number. If you do, click onto ‘Yes’ if not click onto ‘No’ and ‘Continue’.

Does your organisation have a
Companies House number?

Yo can find your company numbser on Companios House (opens ina naw
tab}. It is an B digit or 2 letter and 6 digit number. For example, 12345678 or
50123456,

O
oL
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If you don't have a Companies House number you will be prompted with
the below alternative options, select which one applies alternatively click
onto ‘None apply’ and click onto ‘Continue’. A unique identifier will be
generated.

Is your organisation on any of these
registries?

'

elect all that apply. Then enter the registration number

L

Charity Commission for England and Wales
Seottish Charity Regulator

Charity Cormmission for Morthern Ireland
Mutuals Public Register

Guernsey Registry

Jersey Financial Services Commission Reagistry
Isle of Man Companies Registry

MHS Organisation Data Service (OD5)

UK Register of Learning Providers

0000000000

Mona apply

Cantinwe

Enter your organisations registered name and click onto ‘Continue’.

If you previously entered a Companies House number, this information will
be automatically populated from Companies House.

Enter your organisation's name

fs registerad on Companies House if incorporated, or the trading name of the

COIm Rany .

Continue
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Next, check or enter your organisations registered address and click onto
‘Continue’. As before this will be automatically populated if you have
entered your Companies House number.

Enteryour organisation's registered
address

The address registered with Companies House, orthe principal address the
business conducts its activities. For example. a head office.

Enter a non-UK addrass

Addrass line 1
Towin or city

Posteode

Continue

The next screen will allow you to check your answers, and make any
necessary changes, before proceeding to select 'Save’ and completing the
registration of your organisation.

Check your answers

Organisation Other { Mone Change

identifier

Organisation name FTS Supplier Example Change

Email address Shared.Inbox@FTS5upplierExam Change
ple.com

Registered address Anywhere Road Change

Anywhere Town
ANDDOYW
United Kingdom
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Selecting ‘Save’ will load the following page to display your registered
organisation.

My account

Sign in details

Email address:

You can change your sign |

My organisations
Organisation name

FTS Supplier Example

snother organisation

To see the details of the organisation and complete Supplier information,
select ‘View'.

Further organisations can be added. For example, you might be
shareholding director in several businesses and wish to register all of those
businesses then set up further administrators and users for each.

Step 2: Enter your details

Now you will be required to enter the organisation’s Supplier information.
Having all the required information to hand will speed up the process. The
administrator will be asked to input or upload:

e Basic Information

e Connected Persons

e Qualifications

e Trade Assurances

e Exclusions

e Financial Information
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Once you have the required information to hand, navigate to the
organisation page by selecting ‘View' next to your chosen organisation.

My account

Sign in details

Emaill address:

You can change your sign in details in your GOV.LIE One Login.

My organisations
Qfganlutinn Rame

FT5 Supplier Example

You will then be re-directed to the following page displaying the details of
your organisation. To complete your Supplier information, select ‘Complete
Supplier Information’.

FTS Supplier Example
Organisation details
Organisation name FT5 Supplier Example Change
Crganisation * Ppon add
identifier 56dd33f44 39ca5ff8elaTelcf
13fcce?
Crganisation email Shared.Inbox @R FTS5upplierExam Change
plecom
Organisation address  Anywhere Road Change

Anywhers Town
AMOD OYW

United Kingdom

Complete supplier information

Complete and share your supplier infarmation to bid for procurements.

Manage users

View, add or remove users.
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You should then work through each section and enter the information
required. There are very simple dropdowns for each section and hint
text to show what is needed.

FTS Supplier Example:

Supplierinformation

Bagic information Complated
Connected persons 1 Connecled person Compdeted
Qualifications Trecord Completad
Trade assurances 1record Completad
Exclusions 1 recard Completad
Financialinformation 2 records Completed
Share my information

Back toorganisation details

Step 3: Declare and Share

Once supplier information has been completed, it is ready for checking and
declaring that it is accurate. To share information as part of the bid, there
are two methods. It could be through a share code, a number that is
entered in the contracting authority’'s tendering portal, or, by downloading
the information and sharing by email or uploading as an attachment.

Once the Supplier information has been completed, select ‘Share my
information’ to begin the information sharing process.
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FTS Supplier Example

Supplierinformation

Basic infarmation Camplatad
Connected persons 1 Conneched person Complated
Gualltications Trecord Completad
Trade assurances 1record Completad
Exclusions Trecord Completad
Financial information 2 recaords Camplatad

Share my information

Back to organisation defails

The following page will load where you can find out more about how
sharing supplier information works to progress to sharing information by
selecting ‘Create a share code’.

From this page you will be able to see any previously generated share
codes and the date they were created on. If your supplier information
changes, you can update It and create a new share code and file to share
the new information.

Share your supplier information

¥ How it works

Create a share code ance you've completed all sections. You'll be asked for
this share code if you apply for a tender.

Create a share code

Your share codes and supplier information files

Share codes Created on Files

LhgL97THE 15172024 Dioairilaad
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To progress, you must read the declaration and select the box to confirm
that you understand and agree to the declaration.

Declaration

= | am authorised to make this declaration on behalf of the supplier and
declare that to the best of my knowledge the answers submitted and
information contained is correct and accurate at the time of declaration.

= | checlare that, upon request from the Contracting Authority and without
delay | will provide the certificates or decurmentary evidence referred to in
this information.

» |understand that the infermation is reguired as perthe regulations of the
Pracurement Act 2023 and may be used in the selection process to assess
my suitability to participate further in this procure ment

= |understand that a contracting autharity with whom this infarmation is

shared may request further clarity or detail on information provided in this
submission.

| understand and agree to the above statements

Confinue

You will now be prompted to enter your name

Your declaration details
Enteryour name

‘Your namea as the person authorised to declare the suppliar infoarmation.

Cantinue

Then enter your job title

Your declaration details

Enteryour job title

]
(]

ntinue
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You'll then be asked to enter your work email address

Your declaration details

Enteryour email address

So the contracting authority can contact you.

Continue

Next, you will be prompted to enter the postal address of your organisation.

Your declaration details
Enteryour postal address
So the contracting authority can contact you
Enter a non-UK address

Address line 1
Towm or city

Postcode

You will then be prompted to check your answers and make changes as
necessary. You should then select ‘Confirm and get share code’.

Share code created

Yauwr share code
fmzMTHGE
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Useful Links:

e Wigan Council Procurement Act 2023:
https://www.wigan.gov.uk/Business/Council-
Procurement/Procurement-Act-2023.aspx

e GOV.UK Find a Tender: https://www.find-
tender.service.gov.uk/Search

e Factsheet explaining how the Central Digital Platform will work:
https://assets.publishing.service.gov.uk/media/67bdf4e489b4a58925
ac6d53/20250224 Act_ Now__Find_a_Tender_Factsheet v3.0_FINAL.p
df

¢ Information page for Suppliers:
https://www.gov.uk/government/collections/information-and-
guidance-for-suppliers

e Guide for Suppliers:
https://assets.publishing.service.gov.uk/media/67b5f15ebd116e3d7blcf
2d4/20250224_Act_Now_A_guide_for_suppliers_ A4 v2.0_FINAL.pdf

e Business and Tendering Webpage:
https://www.wigan.gov.uk/Business/Council-
Procurement/businessandtendering.aspx

e Transforming Public Procurement Webpage:
https://www.wigan.gov.uk/Business/Council-
Procurement/businessandtendering.aspx

e The Chest: https//www.the-chest.org.uk/

e Contracts Finder: https://www.gov.uk/contracts-finder

e Yorkshire Purchasing Organisation: https://www.ypo.co.uk/

e Match My Project: https://matchmyproject.org/wigan/
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