
MANAGE YOUR ACCOUNT ON CSW-JETS  

Add a New Contact on your Company Details 

Here is the link for our website - www.csw-jets.co.uk   
Or secure access link - https://in-tendhost.co.uk/csw-jets/ 

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

1. Login to the Homescreen 

 

2. Click on Company Details 

 
3. Click on the Contact Details 

4. Select Add New Contact and complete any relevant and mandatory fields. 

 

http://www.csw-jets.co.uk/
https://in-tendhost.co.uk/csw-jets/
https://www.youtube.com/watch?v=j_TpO76dIuE&list=PLhpduM3svftDnyVDJOBBpyOMRHYJ99_4q&index=1
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5. Click on Save Details 

 
 

Update your Business Classifications 

1. Login to the Homescreen 

2. Click on Company Details 

 

3. Click on Business Categories 
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4. Search for the category which best suits the type of work you undertake. You 

can choose as many categories as is relevant and you can update these 

categories at any time.  

 If you type [space] 3 times and press Search, the entire list will appear for you to 

choose a Business Category from.  

5. Click on the green Plus sign next to the category you require, and it will add to 

the list at the bottom of the screen. If you need to delete a category you have 

added, you can click on the Red Cross to remove it from your list. 

 

 
 

 

NB: We suggest that you maybe include the general header of your relevant Business 

Classification. This will ensure that you get notified of anything relating to your 

Business. For example, for ICT, make sure to select 27000 as well as the ones that 

are more specific to your Business. 
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6. Once you have amended the Business Category, click on Save Details. 

 

Amend Contact Details 

1. Click on the Company Details 

 
2. Click on the Contact Details 

3. Select the account you want to amend within Contact dropdown and amend the 

relevant and mandatory fields where necessary.  

 

 
4. Click on Save Details to save the changes made. 

 

5. Make sure to review the main Publish email under Address and see if it also 

needs updating. You will have click on Company Details again from the top 

menu 

 

6. Then click on Address 
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7. Review the email under Publish e-mail and amend if needed. Then click on Save 

Details. 

 

Change a password 

1. Click on the Company Details 

 
2. Click on the Contact Details 

3. Select the account you want to amend within Contact dropdown and amend the 

password fields where necessary.  
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4. Override the Password and Confirm Password field and make sure the Send 

Emails to this User is ticked.  

 

5. Click on Save Details 

Remove a User 

1. Click on the Company Details 

 
2. Click on the Contact Details 

3. Select the account you want to amend within Contact dropdown 

 
4. Click on Remove Contact  

5. Click on Save Details 

  

6. Once the pop-up message appears, click on OK.  
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Add or amend documents on your account: 

1. Click on the Company Details 

 
2. Click on Documents  

 
3. Select the type of Document from the dropdown, enter an expiry date and 

select the relevant document by clicking on Upload document.  

 
4. If you are replacing an existing one, select the relevant Document from the list enter 

an expiry date and select the relevant document by clicking on Upload document. 
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5. Then click on Replace and Save Details 

 

 


