MERCELL

Adding CPV codes to your profile for CTM Tender Opportunity Email Alerts

Following login, navigate to the ADMINISTRATION area at the top of the screen and select
COMPANY ADMINISTRATION:

® Log out

User profiles

Company administration

Scroll down and click the EDIT text next to MANAGE CTM TENDER ALERTS:

Current service subscriptions

% Manage CTM Tender Alerts
% Document folder Display

Done

Click on the grey button titled START USING CTM TENDER ALERTS:
CTM Tender Alerts

Instructions Configure CTM Tender Alerts

In this page you administer your profile for receiving email
alerts regarding published notices in CTM CTM TENDER ALERTS

Click ‘Add’ to add a value and X’ to remove. CTM Tender Alerts: Free Option

You can configure the FREE basic standard CTM Tender Alerts of matching tenders published on the CTM

You £an at any time disable the; emall alerts by selecling platform by using the “Start using CTM Tender Alerts” button below

the Off button at the top

OPTIONAL BIZALERTS SERVICE: If you also want to get alerts to all relevant published tenders on UK
Contracts Finder, UK Find a Tender Service and the National Ireland eSourcing platform, subscribe to BizAlert
Service

Start your free trial of BizAlerts today!

An email alert is sent every night if any new quotes/tenders
are published matching your categories, i.e. you will only
receive an alert for a specific quote/tender once. However,
if you make any changes in your profile, the next alert that
will be sent out will include all matching quotesitenders
even if some of them might have been included before.

+ Start using CTM Tender Alerts

Done

Click on the + ADD EMAIL button to add your email and then the + ADD CPV CODES button:

EMAIL ADDRESSES

test@mercell.co.uk %X

CPV CODES

+ Add CPV codes

& Finish

Done
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You can type key words to search for the most relevant categories that suit your business profile.
When the results show, you can tick multiple categories.

NOTE; we recommend you selecting a ‘top-level’ category as one of your choices such as the below
search for ‘computers’, the top level category is the 30100000-0 choice. If your choices are drilled-
down very specifically, this may reduce the number of opportunity alerts received. As a business,
looking at the screenshot below, you may supply Personal, Portable and Central Processing Units
for Computers (hence the three of those are ticked) however the Procurement Team may categorise
a computer style tender simply as ‘Office machinery, equipment and supplies’ so to be sure, select
the top level too. If you receive too many irrelevant alerts, you can adjust your categories at any
time to suit accordingly:

S ——

Search by category name: | computer g ‘ Search

Add selected categories

CPV tree

# 30100000-0 - Office machinery, equipment and supplies except computers, print

<

(] 30212100-9 - Central processing units for minicomputers

4 30213000-5 - Personal computers

30213100-6 - Portable computers

4 30213400-9 - Central processing units for personal computers
[(J 30213500-0 - Pocket computers

(] 30215100-0 - Central processing units for microcomputers

<

<

Once selected, click the grey Add selected categories button then you will return to the previous
screen where you can click Finish:

EMAIL ADDRESSES

test@mercell.co.uk X

+ Add email

CPV CODES

30100000-0 Office machinery, equipment and supplies except computers, print X

30213000-5 Personal computers X

+ Add CPV codes

& Finish

Done




