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Existing Supplier - Registering your
Sell2Wales account with SOC

sell2wales.gov.wales

0800 222 9004
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Sign On Cymru

‘Sign On Cymru’ means that each individual will only require a single username and password to
access digital business support services, replacing the current system which involves having
multiple log-in credentials for each service accessed within Business Wales suite of digital
services.

This will include Business Wales, BOSS, Stakeholder Register, Business Directory and the
Sell2Wales Portal.

How to register your existing Sell2Wales account on SOC

Go to the Sell2Wales homepage — sell2wales.gov.wales

Click Login - You will be transferred to the SOC information page.

Click on Proceed to sign on / Register - You will be transferred to the SOC interface page

Click on the “Don't have an account? Sign up now” link.

Sign On Cymru

Mewngofnodi / Login

Cyfeiriad ebost /| Email Address

Cyfrinair / Password Wedi anghofio'ch cyfrinair? / Forgot your password?

Mewngofnodi / Sign in

Heb gyfrif? / Don't have an account? - - - - Creu cyfrif nawr / Sign up now



https://www.sell2wales.gov.wales/Default.aspx
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Enter the email address you used to register with Sell2Wales.

Click Send verification code.

Cofrestru / Sign up

Mae cofrestru gyda Sign On Cymru yn eich galluogi i gael mynediad i wasanaethau amrywiol
Llywodraeth Cymru, ac mae ond yn cymryd 5 munud.

Registering with Sign On Cymru enables you to access various Welsh Government services, and it
only takes 5 minutes.

Cyfeiriad ebost / Email Address

Sell2walesmac+1@outlook.com

Anfon cod dilysu / Send verification code

A verification code will be sent to email address you registered on Sell2Wales.

Verify your email address

Thanks for verifying your sell2walesmac@outlook.com account!

Your code is: 236564 —

Sincerely,
SOC Team-PP

Enter the received code in the verification code field and click Verify code.

Mae cod dilysu wedi'i anfon i'ch biwch derbyn i chi ei gopio i'r biwch isod. / Verification code
has been sent to your inbox. Please copy it to the input box below.
Cyfeiriad ebost / Email Address

Sell2walesmac+1@outlook.com

Cod dilysu / Verification code

[Cod dilysu / Verification code

Gwirio'r Cod / Verify code wydd / Send new code

Enter your new password and confirm this in the second field.

Cyfrinair newydd / New Password

Cadarnhau cyfrinair newydd / Confirm New Password

Creu / Create I

Click Create - You will then be transferred to tab 1 of your company settings.
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Organisations details — Tab 1

Please complete all mandatory fields, existing data already held on the Sell2Wales database will
be pulled through into your SOC account.

Company Settings

coRzwaiecmsogoutiook.com
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Communications details — Tab 2

Please complete all mandatory fields, this information will be used to determine your preferred
language of communications.

Company Settings

[ rganisation Details | Communication Details |\ Public Profile | Alert Profile | Other Registrations

You are requested to complete / update the following information regarding your preferences:

* Required information
Communication Details

* All of our information and services are available in Welsh

and English. Would you like to receive any support in ®Yes ONo
Welsh?
* Would you like to recsive writen information (e.g. pr— B
Factsheets, Emails, Letters) in? eishonly
* Where we need to contact you by phone, would you like

Yousy e d English only v

usto doso in?
* Where we arrange to meet you, would you like the
meeting to be in?

Registered email address

Any communications will be sent to your registered email
address

Additional Options.

Newsletter:

Welsh or English v

sell2walesmac@outlook.com

¥ Please tick if you'd like to receive an e-mail newsletter

sov stings X conce
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Public Profile / Supplier finder profile — Tab 3
Please complete all mandatory fields
What Is Supplier Finder?

Supplier Finder is a supplier sourcing directory allowing you to advertise your company on the
website. It allows you to provide detailed information regarding the products or services you
provide.

Some of the benefits you get from updating your profile include:
= Buyers can now easily find your company via the Supplier Finder search tool.

= You can provide keywords which specifically highlight the products or services provided by
your company. These keywords are searchable.

= The service improves your chances of receiving a direct invitation to quote from Buyers
using "Quick Quote".

Company Settings

Public profile — Enter the details of your
sl organisation that you want to appear in the
pasto e g supplier finder directory.

Regions — Select the region(s) within Wales
_ in which your company wishes to conduct
e g business. Buyers can also search for
suppliers within regions.

— Company Description — Enter a description

: about your company with regards to the
goods and services you provide. This
description is not searchable by the buyer
but is displayed on your Supplier Finder
profile for their information. You can enter a
maximum of 4000 characters.

Keywords — You can enter up to 6 keywords
T which describe the products or services you
provide and act as key words which the
buyer can search. You do not need to enter
all 6. You can insert 50 characters in each

7 box and if required use more than one word
. in each box.

Our website user guide on supplier finder
profile can be found here



https://www.sell2wales.gov.wales/userguides/SupplierFinderSuppGuide.pdf
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Alert Profile —Tab 4

Please complete all fields.

Your alerts profile will allow you to receive email alerts and notifications for contract opportunities
that are relevant to your business ensuring you make the most out of Sell2Wales.

The first section of the alerts profile will require you to enter product categories that are relevant
to your business. This will narrow the contract opportunities been shown, only showing contracts
relevant to you.

The second section will ask you for geographical locations, this will be used to filter contract
opportunities by geographic area, only showing contracts where you are willing to work.

Company Settings
Company Settings

Organisation Detaits Communication Details PublicProfle | AlertProfie | Other Ragistrations

tial opportunities through the alert emails please ensure you select ailrelevant geographical locations that you are willing to work
unity locations may be region specific.

Remove
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Other registration — Tab 5
Please complete all mandatory fields

If you don’t know your DUNS number, leave the text box blank and click Look Up. If you are still
unable to find your DUNS number you can use the tick box to bypass this section and update at a
later date.

Company Settings

-
R
'
1

Other Registrations

o |

| Organisation Detaifs  \ Communication Details  \ PublicProfile  \  Alert Orofile

‘You are requestad to complete / update the following information regarding any other regisirations you might have:

* Required information
DUNS@ Number
Dun & Bradstreet's DUNS numbers are used as a unique reference for each company or individual supplying the public sector. Please provide your
DUNS number in the text box below and click the lock-up button. If you don't know your DUNS number, leave the text box blank, and the look-up will

use the organisation name, address and postal code you have entered to search for your DUNS number if it exists. You can still respond to tenders
and update your details when you have your DUNS number.

* Look Up

* Alternatively, you can tick this box fo indicate you will obtain 3 Dun & Bradstreet Number of your own accord, updating your registration details with
it at a Iater date. ¥

Constructionline Details
Constructionline is a national online database for pre-qualified contractors and consultants, meaning you no longer need to repeatedly fill in standard

pre-qualification forms for every construction tender. If you have not registered you can sign up on the Constructionline website . If you have registed
please enter your Constructionline number below.

Constructionline Number: 0

— Cancel

Once completed click Save settings, this will bring you to your supplier control panel.

If you fail to complete and save the Sell2Wales profile within 24 hours of signing up, your “Sign on
Cymru” registration will be deleted and you must register on SOC again.

If you need any further information or assistance please contact us on 0800 222 9004.



