


Procurement opportunities

How to find and access procurement opportunities via the Complete 
Tender Management (CTM) system
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Contents

• Finding CTM procurement opportunities

- logon page
- tender list
- filter tender list by buyer
- filter tender list by process
- business alerts
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Contents

• Responding to CTM opportunities

• access tender information
• participate in tender
• tender response

‐ my response
‐ download all (ZIP)
‐ document upload
‐ remaining character display
‐ restricted response to a folder
‐ supporting functionality
‐ warnings
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Contents

• CTM messaging

- supplier message
- notification of business alerts
- notification of invitation
- notification of incoming message
- notification of change
- notification of supplier  action

• Help and support

- tender content
- contract content
- CTM system
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CTM – Logon page



CTM – tender list
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CTM - Filter tender list by buyer

8

Clicking the filter icon associated with the ‘Buyers’ column arranges the 
tender list by buying organisation. 



CTM - Filter tender list by process
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Clicking the filter icon associated with the ‘Process’ column arranges the 
tender list by tender process type.  This is the way to group all ‘Asset Sales’ 
items for example. 



CTM – business alerts 
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Allows your administrator to add email addresses and CPV 
(Common Procurement Vocabulary) codes.
CTM will send a notification to all email addresses when a 
tender with any of the added CPV codes, or associated lower 
code, is published on CTM.

From your CTM administrator’s home page



CTM - Access tender information
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You can view and open Sellafield Ltd tender documents before 
participation by clicking on ‘rft details’ highlighted and then the 
documents link.



CTM – tender response
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CTM – My response
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CTM - Download all (ZIP)
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CTM – Document upload
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CTM – remaining character display
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Question 5(ii) has been set up so it can be answered by 
entering information via the dialogue box or uploading to the 
attached folder.

This dialogue box is limited to 800 characters and this number 
decreases as characters are input as shown highlighted.



CTM – restricted response to a folder
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If your question response will be 
uploaded to a folder and the tender 
owner wants to limit your response to a 
number of characters or pages then;

• use Microsoft Word, or similar, to 
create your response

• switch on ‘Word count’ shown 
highlighted in (1)

• the number of characters, in your 
response, is displayed as shown in 
(2)

(1)

(2)



CTM – supporting functionality
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CTM – warnings
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CTM – supplier message
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CTM – notification of business alerts 
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CTM – notification of invitation
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CTM – notification of incoming message
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CTM – notification of change
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CTM – notification of supplier action
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Help and support – Tender content
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If you have any queries relating to:

• tender documents
• tender questions
• tender timings

Please use CTM messages on your tender response page to get 
commercial support.



Help and support – Contract content
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If you have any queries relating to:

• contract documents
• contract timings

Please use CTM messages within your contract to get commercial 
support. 



Help and support – CTM system
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If you have any queries relating to CTM system operation please email 
the system support helpdesk using:

The ‘Help required’ link on the CTM logon page or the 
csas@sellafieldsites.com link on your CTM home page.


