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Supported Business Directory 
 
Thank you for visiting the Supported Business Directory. The site aims to raise awareness of 
products available for procurement from the supported business sector using the European 
Article 19 regulations. 
 
 

Registration 
 
Registering on the website will allow you to edit the text on your company listing and ensure 
that all the details are up to date. It also means that you will receive any emails that we send 
out to members of the Directory.  
 
Registering is very straight forward. The login form is on the bottom left of the homepage at 
www.base-uk.org/business  
  

 
 
 
 
 
Click on “Create an account”, enter your details and click the “Register” button. You will get 
immediate access to the full website area once you log in with your user name and 
password. 
 



Supported Business Directory – help file (Nov 2008)                   © BASE 2008 2

Navigating the Directory 
 
To enter the Directory from the home page, click on the “Directory” menu item. This is on 
both the main menu and the top menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will take you to the main Directory front page.  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

Product 
categories 

Product A-Z

Add entrySearch
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Tip 
 
The CPV spreadsheet can be 
searched by using the Edit  
Find command on the 
spreadsheet toolbar. Try 
different words that describe 
your service to find the most 
appropriate product code. 
Remember that “mail 
services” is very different to 
“mail processing equipment” 
so it is important to get the 
most accurate code. 

The front page of the Directory contains a user menu, a search facility and a button to add a 
new company entry. New entries have to be approved by the site administrator before they 
are listed. 
 
 
Products are listed by category and subcategories. All categories are followed in brackets by 
the number of company listed and the number of subcategories eg (3/6) means that three 
companies are listed across six subcategories. Categories and subcategories are also listed 
in the A-Z index. 
 
What if there isn’t a category or subcategory for my products? 
We are trying to keep this as streamlined as possible but please contact us if you want a 
category adding. You may have to identify a temporary category when adding a company 
listing but this is easily changed by contacting us to request the addition of a new category. 
 
 
 
 

CPV Product Codes 
 
We are using the Common Procurement Vocabulary 
(CPV) Codes adopted by the European Union. Each 
company listing has a table of products, codes and a 
brief description of the items. The codes are available 
on a 5Mb spreadsheet that can be accessed from the 
Resources menu on the left of the page. There is also a 
link to frequently asked questions about CPV codes. If 
you wish to add an entry or amend your details, please 
use this spreadsheet to identify the appropriate code. 
Contact us if you can’t find the right code for your 
product. 
 
 
 
 
 
 

Search facility 
 

Users can search the site using the search facility. This will look for any of the keywords that 
you supplied with your listing. It will search the text content of your listing and will also 
recognise the CPV product codes attached to your product. Please give careful thought as to 
the best keywords for your company listing. These can be changed at any time by editing 
your listing. 
 
The advanced search facility can be used to also locate suppliers by city, county, postcode or 
by category. 
 
 



Supported Business Directory – help file (Nov 2008)                   © BASE 2008 4

Editing your entry 
 
Each entry is associated with the person who submitted the entry and only this person, and 
the site administrator, can amend company entries. You must be registered, therefore, to edit 
your company listing. Once you have registered, the site administrator will associate the 
listing with your name so that you can edit or delete your listing. Please contact us if you are 
not able to edit your listing as it may be that your name has not yet been associated with the 
listing. 
 
To edit your company listing, find it and open it up in the details view.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the “Delete” button to remove your company listing from the Directory. We request a 
month’s notice of removing an entry. Contact us as soon as possible if you have hit the 
delete button by mistake! 
 
To edit a listing, press the “Edit” button. This takes you to the “edit entry” page where you can 
make changes to all the data fields and categories. Press the “Send” button at the bottom to 
upload your changes or the “Cancel” button to return to the Directory. 
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Tip 
 
Make sure that the products listed 
in the table match the text content 
of your company listing. Think 
about the services that you could 
offer as well as those that you 
currently offer. 

Marketing your Company 
 
Your listing is like a shop window to procurement 
officers. Treat it like an advert so make sure that 
you fully describe the range of services and 
products available for purchase. Try to show a 
human angle to your business as corporate social 
responsibility will be one of the prime motivating 
factors behind people visiting this site. Your listing 
can contain photographs as long as they are not 
too large – we recommend less than 150kB. 
Contact us if you need support with this. 
 
 
 

Reviews 
 

Adding a review 
Only registered users can add company reviews. They are added by completing a review 
from the company details page. These are used to give star ratings to those companies who 
are listed and reviewed. The reviews also appear on the company details page.  
 

 
 
 
Unhappy with a review? 
If you believe that you have received an unfair review, please contact us to discuss this and 
we will investigate further. 
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Other features 
 
The site contains a number of additional features that can be accessed from the menus.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Main Menu 
The “Main Menu” has links to other websites and to selected newsfeeds. Please let us know 
if you have suggestions for additional sites that we could link to. 
 
User menu 
You can view and amend your login details using the user menu. 
 
Guidance 
The “Guidance” menu has some simple advice for Procurement Officers and suppliers as 
well as a link to the website Terms and Conditions. 
 
Resources 
The “Resources” menu has links to the latest guidance from the Office for Government 
Commerce; a link to the CPV codes spreadsheet and frequently asked questions; and details 
of how to contact us. 
 
Key Concepts 
The “Key Concepts” menu has a link to background information about Article 19 and 
supported businesses. 
 
Features 
We are able to feature suppliers through feature articles so please send us an article and 
photos if you wish to be featured on the website. 

Main menu 

Guidance 

Resources 

Features

User menu 
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Contact us 
 
You can contact us by email at business@base-uk.org if you have any queries or require 
support with your company listing. You can also contact the site administrator, Huw Davies, 
on 07946 537286. 
 
 


