
Suppliers – Manage your account on Coventry City 

Council e-tendering portal 

Add a New user on your Company Details 

Secure access link -  https://sell2.in-tend.co.uk/midlands/home 

A video guide to help you locate your account can be found here. 

 

Login to the Homescreen 

 

Locate Company Users and click on + Add New User 

 
 

Complete the details on the Create a new user page (mandatory fields indicated with a *) 

https://sell2.in-tend.co.uk/midlands/home
https://www.youtube.com/watch?v=9QtfrCR5CZE&list=PLhpduM3svftDnyVDJOBBpyOMRHYJ99_4q&index=3
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Be sure to review the Permissions tab and select the appropriate access rights for the user. 

Assigning the correct permissions will ensure they have access to the relevant areas of the 

e-tendering portal and can perform the actions required for their role. 

 

 
Validate by clicking on Add new User.  
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A New User Account email will automatically be generated and sent to the user you have 

just added. This email will contain instructions on how to set or reset their password, enabling 

them to access the e-tendering portal for the first time. 

 
 

 

Amend Contact Details 

Locate Company Users and find the user whose details you wish to update. Click on the 

user's name to open their account profile, where you can view and amend their details, 

permissions, and other account settings. 
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Provided you have the appropriate permissions, you can update the user's contact 

information, manage their access rights, and make changes to their account settings as 

required. You will also have the option to reset their password if they are unable to access 

their account. 

 

Make the required amendments and then click Save Details to confirm and apply the 

changes. 

Any updates made to the user's account information, permissions, or settings will be saved 

and reflected immediately within the e-tendering portal. 

 



Suppliers - Manage your account on Coventry City Council e-

tendering portal 

 

  V1 – July 2026 

Remove a Contact from your Company Details 

Locate Company Users and find the user you wish to remove. Select the red bin icon 

displayed next to their name. 

 

 

A warning message will appear on screen asking you to confirm the action. To remove the 

contact, click YES – Remove the user. 

 

Once confirmed, the user will be removed from your organisation's account and will no longer 

be able to access the e-tendering portal on behalf of your company. Please ensure the user 

no longer requires access before proceeding. 

 

 

Adding/Amending Classification Codes 
 
From the Homepage, click onto Account/Company. 
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Click on the ProClass tab, as these are the business classification codes used by Coventry 
City Council to identify the goods, services, and works provided by suppliers. 
 

 
Search for the classification codes that best match the goods, services, or works provided by 

your organisation. You can select as many Classification Codes as are relevant to your 

business, helping to ensure that you receive notifications about suitable tender opportunities. 

Your selected codes can be updated at any time, so we recommend reviewing them 

periodically to ensure they continue to reflect your organisation's current activities and areas 

of expertise. 

 



Suppliers - Manage your account on Coventry City Council e-

tendering portal 

 

  V1 – July 2026 

Search for the classification codes that best match the goods, services, or works provided by 

your organisation. To add a code, click the Plus (+) icon next to the relevant classification. 

The selected code will then appear in the list on the left-hand side of the screen. 

If you need to remove a classification, simply click the Minus (-) icon next to the selected 
code and it will be removed from your list. 
 

Important: We recommend selecting both the general category and any more specific 

classification codes relevant to your organisation. This will help ensure you receive 

notifications for all suitable opportunities. For example, if your organisation provides ICT 

services, you should select the general ICT classification code (27000) as well as any more 

specific ICT-related codes that reflect your areas of expertise. 

 

If you are unsure which keyword to use when searching, leave the search field blank and 

click Search. This will display the full list of available ProClass classification codes, allowing 

you to browse and select the most appropriate options. 

 
 
Once you have completed the Classification Codes section and entered all required 

information, click Save Details and Update Linked Portals at the bottom of the page to 

finalise your registration. 

 Support contacts 
For any portal account and access support – please contract In-Tend Limited on: 
support@in-tend.com or on 0845 557 8079 / +44 (0) 114 407 0065 
 
For any other queries, please contact Coventry City Council e-Tendering support on: 
procurementcontracts@coventry.gov.uk or on 024 7697 5539 
 

mailto:support@in-tend.com
mailto:procurementcontracts@coventry.gov.uk

