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Managing Additional Users - Supplier Guide 

This document covers how suppliers can create and manage additional users within their PCS-Tender account.  
 

Please note: PCS-Tender is a separate site to PCS and requires separate registration. Single Sign On between the two sites is 
available. To find out more about Single Sign On please visit: 
https://www.publictendersscotland.publiccontractsscotland.gov.uk/singlesignon  
 

Step by step guide to managing additional users 

 

 

 

On the PCS-Tender homepage enter your username and 
password in the usual way, or select Forgot your password? or 
Register if necessary.  
 

 

 
 

Note: If you have setup Single Sign On between PCS and PCS-
Tender this step can be skipped. 

Once logged in you will need to navigate to your supplier profile area by clicking on the link entitled Manage my Profile.  
 

 
 

https://www.publictendersscotland.publiccontractsscotland.gov.uk/singlesignon
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Click the User Management tab to start adding additional users to your organisations profile on PCS-Tender.  
 

 
 

Click the Create button to register the details of new users within your organisation’s account. 
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Once you have completed all of the mandatory fields click Save to finish setting up the new user account. 
 

 
 

Note: The new user will be sent an email with their log in details. This will include the username you have chosen for them 
and a temporary password to access PCS-Tender. 
 

After creating the new user you will be asked to view the user rights of this user. As no ‘roles’ have been created or allocated 
at this stage the new user currently has no access to any of the different modules within PCS-Tender.  
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Having clicked on View User Rights you will be able to grant relevant access rights to the new user using the Edit 
button.  

 
 

If it is anticipated that many users will be setup under the organisation’s account and that many of the users will have similar 
access rights, it is advisable to setup roles. Roles allow SuperUsers to quickly and easily assign the appropriate User Rights to 
user accounts, according to the function of the user within the organisation. To do this click Back To List on the top left hand 
side of the screen. Roles can be then be accessed and created from the left hand menu. 
 

 
 

Once roles have been setup within your organisation’s account you will be able to assign these to both new and existing 
users.  Users assigned one of the roles setup within your organisation will inherit the associated user rights of that role. 

 
If you would like any further information or support on setting up additional users please contact help@bravosolution.co.uk. 

mailto:help@bravosolution.co.uk

