
Quick guide to registering and using the South East 
Shared Services e-Sourcing Portal 

 

 

1. Type: 
https://www.sesharedservices.org.uk/esourcing 
into the address bar on your internet browser to 
get to the SE Shared Services homepage 
 
2. Click the register button on the top right of 
page 

3. Fill in all the 
information under 
‘Company Details’ Yellow 
fields are mandatory. 
Make sure you scroll 
down the page and fill 
out everything. 
 
 When you have entered 
all the information click 
the ‘Business 
Classifications’ tab 

https://www.sesharedservices.org.uk/esourcing


 

 
  

3. Either click search to see a full list 
of categories or type in a keyword 
such as ‘Mental Health’ to find the 
appropriate category. This is 
required, and will mean you are 
alerted when relevant tenders 
become available. 

4. Select the Company Categories 
tab to select your organisations type. 
This is not required. 

5. When everything required is 
completed, click ‘Register My 
Company’ 



Once you’ve registered, you will be sent an email to confirm your registration has been 
accepted. 
 
These e-mails will contain the automatically system generated User ID, as well as a reminder 
of the e-mail address. 
 
Upon receipt of the registration e-mail you will be able to login to your secure area of the web 
site. 
 
When you log in, the screen should look similar to this: 
 

 
 
 
 
Under messages you can view correspondence, clarifications and actions. 
 
On the Correspondence page this will display a list of all Messages sent and received by you 
to and from the procurement department. 
 
On the Clarifications page this will display a list of tender/stage related instances where the 
procurement department may wish to inform you of a change relating to the stage or tender. 
This may also be accompanied by documents. (i.e A document initially published within a 
tender stage is now obsolete and they wish to provide an updated version of this). 
 
On the Actions page this will display a list of requests the procurement department require of 
you. Once you have performed what has been requested of you, you should Complete the 
Action. 
 
 
 



 
 
Under Tenders you can view a list of Tender details that can be viewed and an expression of 
interest made if desired. 
 
My Tenders: All tenders you have expressed an interest in 
 
Tenders, Current: This displays a list of all Tenders that are ongoing and allow a request for 
participation. 
 
Tenders, Forthcoming: This displays a list of all Tenders that are to be tendered for in the 
future. 
 
Tenders, Awarded: This displays a list of all Tenders that have already been awarded to 
tender for are detailed 
 
 
 
 
 
Contracts displays a list of contract details that can be viewed and an expression of interest 
made if the contract is to be re-tendered. 
 
Contracts, Current: This displays a list of all contracts that are ongoing. 
 
Contracts, My Contracts: This displays a list of all contracts which have been awarded to the 
supplier. This page is only displayed when the supplier is logged in to the secure area of the 
web site. 
 
Contracts, New: This displays a list of all contracts that have recently been started. 
 
Contracts, Expiring: This displays a list of all contracts that are approaching their expiry date. 
 
 
 
 
 
 
 
If you click ‘Help’ or go to: 
https://training.in-tend.co.uk/sesharedservices/supplier/aspx/HelpOverview 
You can see an in-depth guide to each part of the website 
 
If you are having technical difficulties, email support@in-tend.com or call 0845 557 8079 

https://training.in-tend.co.uk/sesharedservices/supplier/aspx/HelpOverview

