
SCMS Registration Quick start Guide 

Click on the  icon. Enter the SCMS web 
address directly into your internet address bar.  
Click on the Suppliers/Contractors link on the 
website to proceed to the login/register 
webpage.  
Click the Register link to start the registration 
process 
Wherever possible try and ensure that your 
company hasn’t already been registered as 
duplicate entries could cause problems in the 
future with tender invitation and contract 
awards. 

 
Company name 
Please make sure that the name you enter 
here is your registered or full company name. 
Your title/first name/last name 
This name should be the person who will 
regularly use the site. 
Job Title 
This should be the job title of the person who 
will regularly use the site 
e-mail 
Enter your e-mail address or generic email. 
Phone 
Use the switchboard number if there is one. 
Address 
Please provide registered address of company 
Username 
We would suggest company name or user 
initial and user surname 
e.g. wakefieldcouncil or jsmith 
Password 
e.g. widget99 
Security Question & Answer 
Choose a question with a definite one-word 
answer i.e. favourite colour. 

Lastly, click  to send your details 
to the system. 



 
Receive E-Mail to Complete the Registration
The system will send you an email with a link 
that will complete your registration. 
Very Important 
Click on the authentication link to activate your 
account. 
You should be directed to the site and see the 
message…. 

 
Login using the username and password you 
chose, then select the ‘Company Profile’ 
option to begin populating your company 
profile. 
 
Summary 
Complete the information for each Link, 
working from top to bottom. 
 
Complete as much information as possible, but 
as a minimum the asterisked boxes must be 
completed.  (i.e. Post-code and Public Liability 
Insurance, the Company Name should already 
be present). 
Councils 
This page allows you to add or remove 
councils that you would like to trade with using 

the and  buttons. 
 
You can also see your status with each 
Council. 
 

To add a council, click ,at the bottom of 
the screen. Then tick the box of the council you 

wish to add and click  to confirm  

  

Categories 
The first screen displays all the categories of 
supplies, services or works matching your 
organisations business activities. 
 

To add categories select A search box 
will appear on a new screen. Type in a key 
word relating to the category your company 
falls under, for example bricks or refuse. When 
the relevant categories appear, tick the boxes 

next to them and click  



 
Questionnaires 
You may be required to complete one or more 
questionnaires depending on which categories 
you have selected. These do not relate to a 
tender process and you only need to complete 
a questionnaire if you wish to apply to a 
particular Councils approved list.
 
To download a questionnaire, click on 

and save the document on your PC. 
When you have completed the document, click 
on   to attach to the system. 
Other docs 

Select  and browse your files 
for the document you want to attach. Title the 

document clearly and by clicking  it will 
transfer a copy of your document to the SCMS 
for councils to view. 
You might want to upload a company brochure, 
price list or other promotional material. 
Once you have completed the information on 
the other links then you need to notify all of the 
councils that you are submitting your profile to:  

Click the link at the bottom of the 
progress list on the left hand side to go though 
the submission page: - 
 

Then click the   button to submit your 
profile. 

An email will be sent to each Council you have 
selected on your profile and a representative of 
that Council will review your profile and subject 
to the mandatory fields being completed, 
change your SCMS registration status to 
‘Registered’.  
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