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User Guide:
How To Search For Awarded
Contracts in Insights
A step by step guide to help you find and view contract
awards in Insights
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How to Search for Awarded Contracts in Insights

Step 1: Log in with your credentials 🔑

First things first, use your login details to sign in to your account. This ensures you can
access all the amazing features we have for you.



Step 3: Apply filters to narrow down your search 📝

Now, you'll see a list of filters available on the left-hand side of the page, each allowing you to
refine your search with various options.

The first filter lets you search by Supplier Name. The second allows you to filter by Buyer
Level - either by a specific Buyer Name or a broader selection by Groups (e.g., Local
Government, NHS, Central Government) or Regions.

You can also apply filters for your desired Market and Category. Alternatively, you can use
the Search Phrase bar on the main page to search directly for a contract using a keyword of
your choice, such as "ERP."

Step 2: Look for the Notices tab 📑

Once logged in successfully, look for the Notices tab at the top of the page in the navigation
menu. Then ensure you have selected the Contracts option right below.
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Suppliers: View Contracts based
on the awarded supplier.

Buyers: Filter by buying
authorities requesting the service.

Markets & Categories: Select a
specific market/markets and
category/categories to narrow
your results .



Date: Sort by the contract expiring date.

Keywords: Search for specific contracts based on your keyword of interest (or a complete phrase).

Value: Filer by monetary value of the contract. 

Source: View and filter by the original source of each listed tender, such as Contract Register.

Items: At the bottom of the page result you can select how many items you’d like to see on your dashboard

(5,10, 25, 50, 100). 
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Pro Tip: 
You can also export the data
based on your search results.
Click on the Export button to

download the data in your
preferred format (Excel)

Step 4: Review the data 📑

Once you find a contract that interests you, click on the title to view full details.

You’ll then find more info on the contract page, such as the full description provided by the
Authority, any relevant contact linked to this contract, a contract timeline, lots & suppliers,
and additional details on CPV codes, procurement method, and more.
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As you scroll back to the top of the page, you’ll be able to ‘Go to portal’ and see the actual
award published. 

Step 5: Stay updated with notifications 📲

To receive real-time updates about contracts expiring in the next 3 to 24 months that match
your preferences, go to the Profile icon > Settings > Contract Alert Profile and set up your
preferences using a wide range of filters. 

Need a step-by-step guide? Check out our Email Alert guide 💻
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