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Introduction 
 
Police and Fire Services have transitioned to a new E-Procurement platform - Sell2Bluelight - supplied by In-Tend 
Ltd. If you are looking submit a response to an advertised opportunity, please follow each of the steps outlined 
below.  
 
Please note, you may view opportunities without registering, however if you wish to view the details – such as 
the Invitation to Tender – you will need to register and, in most cases, “express your interest” first. 

Registration, Expressing Interest & Accessing the ITT Documents 
 

Step 1 - Register on Sell2 
 
https://sell2.in-tend.co.uk/blpd/home 
 
Click on Register in the top right corner: 
 

 
 
Follow the registration steps to complete the process: 

 
 
 

https://sell2.in-tend.co.uk/blpd/home
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Step 2 – Update your Classification Codes and Company Classifications 
 
After creating your account, you will need to update your classification codes and your company classification 
within the company details section before the system allows you to register with the individual buying 
organisation.  
 
Click on “Account” in the top right, then select “Company”.  

 
Navigate to “Classification Codes” and use the search function to find your relevant CPV codes across all sectors. 
At a minimum you are required to select CPV and ProClass codes.  

 
Afterwards navigate to “Company Classification” and make the appropriate selection: 
 

 
 
 
 
 
 
You may also want to take the opportunity to complete 
other relevant company information at this stage. 
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Step 3 - Register with the individual buying organisation via “Portals” 
 
Once you have created your account, you will need to register to the individual portal of the buying organisation. 
This step is necessary to see more information of the tender, express interest and to allow you to respond to the 
advertised opportunity.   
 
If the buying organisation is “Avon & Somerset Constabulary”, for example, simply click on “Portals” in the top 
right, find the corresponding organisation in the list and click on “Register with Organisation”: 
 

 
 

Step 4 – Finding a Tender 
 
To see all available tenders, simply click on “Tenders” in the top right menu. You have a variety of search options 
on the screen, such as searching via keywords, the name of the buying organisation or the region. 
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Once you have located the tender you are interested in, click on “View in Portal”, which will lead you to the 
portal where you can express your interest, view the tender details and submit a response. 
 

Step 5 – Expressing Interest (if requested) 
 
Once you clicked on “View in Portal”, the first screen you’re likely going to see is the screen asking you to express 
your interest.  
 
This is an optional step and will only appear if the buying organisation has set it up to be required as part of the 
tender process. Simply click on “Express Interest”.  
 

 
 
If this screen does not appear, then the expression of interest is not required in order to view the details / ITT 
Documents and you can simply proceed. 
 
Please note, the system may prompt you to submit further company details at this stage. Simply follow the 
instructions on the screen if requested and then proceed to Step 5.  
 

Step 6 – Accessing the ITT Documents 
 
The next page allows you to access the ITT Documents and view additional information. Simply click on “ITT - 
Documents”. 
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You will be presented with vital information regarding the tender details, deadlines and lastly, the documents, 
which can be viewed or downloaded from the same page: 
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Tender Process 
 

Confirmation of Your Involvement (Opt-In/Opt-Out) 
 
Before you can upload and submit your tender return, you may first need to opt-in. On the “ITT – Documents” 
page, scroll to the bottom and click on “Opt-In”. You may also choose to “Opt-Out”, if you would like to advise 
the Buying Organisation that you are not looking to submit a return.  
Note: If you do not see this step please do not worry and just proceed to “Uploading your Tender Return” below) 
 

 
  
 

Uploading your Tender Return  
 
Once opted in, the system allows you to upload your tender return. The buying organisation has the option to 
set specific placeholders for certain documents that are required to be included in your return. Here is an 
example: 
 

 
 
The example above indicates that a “completed ITT” and a “completed Pricing Schedule” has to be uploaded, 
otherwise the system will not allow you to submit your return. Simply click on the corresponding “Upload 
Document” button and select the appropriate document you wish to submit. Once uploaded, the system will 
give you further options in case you would like to remove or view the attachment: 
 

 
 
In most tenders you will also be able to attach additional documents as part of your tender return, which can 
you do in the section right below: 
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The buying organisation may not have set up specific placeholders, in which case, you can freely upload the 
documents you would like to submit in your return as per the above screenshot. 
 

 
 
 

Submitting your Return  
 
Once you’re ready to submit your return, simply scroll to the bottom of the “ITT – Documents” page: 
 

 
 
You will receive a receipt confirmation: 
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Once submitted the red bar status on the top will change to: 
 

 
 
 

Modifying Your Return 
 
If require the to modify your return you will be able to do so, as long as the submission deadline has not yet 
passed: 
 

 
This will withdraw your previously submitted return so once modified please ensure you complete the 

“Submitting your Return” step again, failure to do so will result in no submission being uploaded. 
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Correspondence & Clarifications 
For any correspondence you wish to send to the buying organisation or to ask clarifications questions, simply 
navigate to the “Correspondence” tab.  

 
 
To view answers to your correspondence or messages received regarding clarification questions, you can either 

return to the “Tenders” section, or alternative navigate straight to “Messages” from the Front Page: 
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Clarifications that have been broadcast to all potential suppliers will appear in a separate tab called 
“Clarifications”.   Any attachments can be found on the Attachment tabs. 

 
 
 
 

Technical & System Support for Suppliers 
 
For system support, including error messages, please contact In-Tend on 0845 557 8079 or email support@in-
tend.co.uk 
 

 

Technical Support for Suppliers 
 

If you have queries relating to a tender opportunity, please contact the individual organisation who published 

the tender. You can do this via the correspondence feature within the system.  

For instructions on using correspondence Click Here to be taken to these instructions within this document. 

mailto:support@in-tend.co.uk
mailto:support@in-tend.co.uk

