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Administration

• Health and Safety

• Messages

• Breaks

• Facilities

• Smoking



Sellafield Supplier Forum – Sellafield Centre

CTM (Complete Tender Management) 
Supplier Presentation

Date: 23rd February 2010
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Agenda
• Registering your Company
• Maintaining CTM information

– Create / Delete Users
– Maintain Company Information
– User Types
– Administrator / User Views
– Maintain Personal Profiles
– Active-x settings
– Personal Profile

• Simplified Graphical User Interface (GUI)
• Qualified to DPS
• Contact Details
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Agenda

• Finding Tender Opportunities
• Completing Tender Responses

– Assigning users

• Submitting Quotations
• Help and support
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Registering your Company

• Navigate to the CTM logon page via the supplier links on 
www.sellafieldsites.com or use this link;

• https://ctm.sharedsystems.co.uk/sellafield.asp
• Click on Register Company and fill in the details
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User Types

• The person who registered your company on CTM has company 
administration rights.
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Create / Delete Users

• Path from CTM home page is;
• Select here>user profiles>create user
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Maintain Company Information

• Path from CTM home 
page is;

• Select Here>Company 
Administration>Edit
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Administrator / User Views

User

Administrator
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Active-x settings

• These need to up to date to enable you to bulk 
upload documents.

• If they are missing or out of date you may not be able 
to upload documents at all.

• If you have administration rights to your PC you can 
update active-x by clicking the Load button.
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Active-x settings

• Path from your CTM home page is;
• Select Here>User Profile>active-x settings>edit
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Personal Profile

Do not tick Simplified GUI! Do tick Qualified to DPS

Select which Notifications 
you want
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Personal Profile

• Contact details – please keep these up to date.
• If we try and contact you and get a failure message 

your account will be deleted.
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Finding Tender Opportunities

• Under normal circumstances Sellafield publishes all 
opportunities over £25,000 in CTM. 

• The main way of finding these opportunities is via Public 
Projects on your CTM home page.

• Change the search filter from Local to All to see opportunities 
from all ex-BN Group companies (Sellafield, Magnox North, 
Magnox South, LLW Repository).

• Click on the title of any appropriate tender.
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Finding Tender Opportunities
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Finding Tender Opportunities

• In special circumstances, or where an RFI or Framework has 
already been published you may get invited to participate.

• In this case you will receive an e-mail with a link to CTM – you 
need to logon to see the invite message. 

• Clicking on the link under the message will take you straight to
the tender response.



25 February 2010 18

Commercial and Contract Management

• If you Accept, this 
response will be 
added to the list of 
responses your 
company is working 
on, and you now 
own this tender 
response. 

Finding Tender Opportunities
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Completing Tender Responses

• Do not leave the tender response to the last minute!
• You can answer one question and submit response.
• Continue submitting responses until all information is 

supplied – the buyer can only see your last response.
• When the ETQ time clock counts down to zero you 

cannot submit any more responses.
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Completing Tender Responses

• You need to assign users to enable these users to 
work on the tender response with you.
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Submitting Quotations

• The Submit Quotation tab transfers your tender 
response onto a secure shared systems server. 

• You can submit as many times as you like whilst 
building your tender response.

• When the ETQ clock has timed out to zero, you will 
be prevented from changing your response and the 
buyer will be allowed access to your last response.
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Help and support

• For help with the content of the tender please use the 
contact details from the Tender Invitation letter.
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Help and support

For help with the operation of 
CTM please use the Supplier 
User guide available from your 
CTM home page or contact 
csas@sellafieldsites.com


