
MANAGE YOUR ACCOUNT ON CSW-JETS  

Add a New Contact on your Company Details 

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

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

1. Login to the Homescreen 

 

2. Locate Company Users and click on + Add New User 

 

https://sell2.in-tend.co.uk/midlands/home
https://www.youtube.com/watch?v=j_TpO76dIuE&list=PLhpduM3svftDnyVDJOBBpyOMRHYJ99_4q&index=1
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3. Complete the details on the Create a new user page (mandatory fields indicated 

with a *) 

 

4. Make sure to also go to the Permissions tab to select appropriate options.  
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5. Validate by clicking on Add new User.  

 

 

6. An email will be generated to the user you just added.  

 
 

 

Amend Contact Details 

1. Locate Company Users and find the line with the contact name you want to 

amend. Click on the user’s name.  

As long as you have editing rights, you will be able to amend/update any of the 

details or permissions linked to that contact user. You will be able to also reset their 

password if needed.  
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2. Do the amendments required and then click on Save Details.  

 

Remove a Contact on your Company Details 

1. Locate Company Users and find the line with the contact name you want to remove. 

Click on the red bin icon.  
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3. You will have a warning appear on screen – confirm you want to remove the 

contact by clicking on YES – Remove the user.  

 

 

Adding/Amending Classification Codes 
 
From the Homepage, click onto Account/Company. 
 

 
 
Click on the Tab called ProClass as these are the Business codes used within CSW-JETS 
and Warwickshire County Council.   
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Search for the codes which best suit the type of work/services you undertake. You can choose 
as many classification codes as is relevant and you can update these at any time.  

 
Click on the Plus sign next to the classifications you require, and it will add to the list on the 
left of the screen. If you need to delete a classification you have added, you can simply click 
on the Minus to remove it from your list. 

 

NB: We suggest that you include the general header of your relevant Classification Codes 

(proclass). 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. 

If you are unsure of what keyword to use, leave the field blank and click on Search – this will 
display the entire list of Classification Codes (proclass) for you to select from.  
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Once you have completed the Classification Codes tab and you have completed all the 
required information, make sure you click on Save Details and Update Linked Portals at 
the bottom of the page to complete the 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 CSW-JETS support on: 
csw-jets@coventry.gov.uk or on 024 7697 5539 
 

mailto:support@in-tend.com
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