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WHAT IS THE SUPPLIER MATCHING SERVICE ? 

 

The Business Link Supplier Matching Service is  a database of business to b usiness 

service providers , and is an opportunit y for you to share information about the services 

your compan y offers to small businesses that contact Business Link for assistance.  

 

The Supplier Matching Service is curr entl y being operated b y the  Business Link s in the 

following regions: -  

 

South East of England (SEEDA region)   www.businesslink.gov.uk/southeast  

 

This region covers the following counties/areas:  

 

Berk shire  

Hampshire and the Isle of Wight  

Kent  

Milton Ke ynes, Oxfordshire and Buckinghamshire  

Surre y 

Sussex  

 

 

South Wes t of England  (SWR DA r egion)   www.businesslinksw.co.uk  

 

This region covers the following coun ties/areas:  

 

Cornwall  

Devon  

Dorset  

Gloucestershire  

Somerset  

Bristol and Bath area (formerly BL West)  

Wiltshire  

 

For more general information about Business Link and access to other free resources , 

visit our websites.  

 

 

HOW DOES IT WORK?  

 

1.  We receive a cu stomer enquir y. 

2.  We clarif y their requirements, as far as possible.  

3.  We search for the ñbest-fitò suppliers on our Supplier Matching database. 

4.  We suppl y a shortlist of possible suppliers to our customer.  

5.  The customer chooses which of those suppl iers to cont act and ma y take up the 

refere es that the supplier has provided in the database.  

 

http://www.businesslink.gov.uk/southeast
http://www.businesslinksw.co.uk/
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WHAT INFORMATION DO  WE NEED FROM YOU ? 

 

In order to register with the Business Link Supplier Matching Service, you will need to 

complete an online form.  The following pages of this guide outline the process and the 

information that is required.  You ma y  find it useful to prepare this information 

prior to starting the online process.    

 

Please ensure that the information provided is as accurate as possible  and focused 

towards the SME sector .  This  info rmation will be used to match your expertise to the 

needs of the customer.  As your business changes, you can modif y your details in the 

database.  

 

Skills  

 

¶ We need to understand  the key areas that you specialise in  so that we can make 

the best fit possible and avoid wasting your time with potential customers that 

you are not in a position to help.   

¶ You will therefore be asked to select  your three main skill areas  from the pick 

list (see Appendix 3) .   

¶ Clearl y, ther e ma y be other services which you offer, but you will be asked to 

focus on the skills  in which you have the most expertise , or which are most 

relevant to the SME market.  

¶ Any additional skill areas, expertise or services can be described in detail in the 

compan y description section.  

 

Customer Referees  

 

¶ You will also be asked to provide at least two customer referees  for each skill 

you select.  

¶ However, a referee can be linked to more than one skill so the minimum number 

of referees you will need is two.  

 

 



Supplier Matching Service - Supplier User Guide  Page 4 of 39 

 Page 4 of 39  

STEP- BY- STEP PROCESS  

 

 

 Print Guide  
Read and  
prepare  

information  

Register, if 
not  a lread y  
registered  

Step 1 a  
Keep your username and  

password safe, to access your  
record  in the future  

Location of  
Offices  

Step 1b  
If you have more than one office  

location, you can register for  
each location  

Contact  
details  

Step 1c  
Only the main contact will be sent to 

the customer.  

Compan y  profile  
and wa y  of  

working  

3 sectors  that 
y ou r  customers 

come from  

Other languages  
spoken  

Details of the  
services y ou  

provide  

3 skills in which  
y ou have the  

most ex pertise  

2 referees for  
each skill  

Summar y  screen  
-  view all  de tails  

COMPLETE  
DETAILS  

Step 2a  
This information helps us to  

understand more about your compan y 

and how you like to work  

Step 2b  
Refer to Appendix 1 of the Guide for th e 

industr y sectors you can  

choose from  

Step 2c  
Refer to Appendix 2 of the Guide for  
the languages you can choose from  

Step 3a  
Description of your compan y and the 

services it provides  

Step 3b  

Select your skills from the hierarch y 
provided  

Step 3c  
These details will normall y be given  
to potential customers, but y ou can  

request that referee details are  
kept confide ntial  

You can view and edit an y of the  details  
you have provided  

Your details will be reviewed  
and you will receive an e -mail  

when the y have been added to  
the database  
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STEP 1 a ï REGISTRATION  

 

 
 

 

Click on Next.  

 

 

STEP 1b  ï COMPAN Y LOCATIONS  

 

 
 

 

*Fields marked with an asterisk (*) must be completed.  

 

Click on Next.  

Your password must contain 
letters and numbers  

If your compan y has more 
than one site , you can 
choose to list them all under 
one entry. However, if the 
sites specialise in different 
skill areas you will probably 
find it better to register each 
site separately.  

Input your postcode and then 
click on get address to 
populate the street, town and 
county. Then add the 
building number.  

Avoid using a PO Box 
postcode , because they do 
not relate to a specific grid 
reference and will always 
displa y as approx. 300 miles 
from any customer location.  
You can add a second site 
with a standard address 
which will ensure the search 
filter works correctly.  The 
second site is NOT sent out 
to customers.  

Tick to indicate that you have 
read the Terms and 
Conditions  

The e -mail address that you 
wish to be contact ed on 

 

Your username must be 
unique  
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STEP 1c  ï CONTACT DETAILS  

 

 

 

 
 

 

*Fields marked with an asterisk (*)  must be completed.  

 

 

Click on Next.

If someone else is going 
to maintain and update 
your rec ord details , you 
must add them as a 
contact also.  

 

This should be the first 
point of contact for both 
cus tomers and 
communication with 
Business Link.  
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STEP 2a  ï BUSINESS PROFILE  

 

 
 

 

 

The options y ou choose will not exclude y ou from a search, but will help us to 

match y ou with a potential customer.  

 

Onl y the number of emplo yees, website address, turnover range an d year started 

trading are included in the information given to customers.  

 

Where there are dropdown boxes please select the option which fits best with your 

business. If the y all appl y equall y pick the one which you think is most likel y to fit with 

Busine ss Link customers.  

 

 

*Fields marked with an asterisk (*) must be completed.  

 

 

Click on Next.  

If you have more than one office 
location, this number will be 
different to that given in Step 2  

 

Select from the drop -down list  

 
Enter as 4 digits, i.e. 1999  

 

Select from the drop -down lists  

 

If this  box is ticked, please provide 
Business Link contact name, if 
known  
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STEP 2b  ï CUSTOMER SECTOR S  

 

 

 
 

 

 

Customer  sector experience should be determined b y  the industr y  sectors that 

most of y our customers  come from . 

 

You must select  at least  one  and a maximum of  three  from the list.  See Appendix 1 

for the complete list of Customer Sectors.  

 

Press Add  after each selection.  To remove a selection, click on the appropriate Delete  

button.   (Alternativel y, to select more than one item in  the list, hold down the Ctrl  key 

as you click on each selection).  

 

If you do not feel there is a relevant sector in the list, put your own entr y in Other  

(maximum 100 characters including spaces) .  

 

What you input here will not  exclude you from a search , b ut will give us additional 

information which ma y be useful in the matching process.  

 

 

Click on Next.  
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STEP 2c  ï LANGUAGES  

 

 

 
 

 

Sometimes a customer might request a supplier who can operate in other languages.  If 

you have staff who are fluent in languages  other than English, please select from the list.  

 

Press Submit  after each selection.  To remove a selection, click on the appropriate 

Delete  button.   (Alternativel y, to select more than one item in the list, hold down the 

Ctrl  key as you click on each sel ection).  

 

 

*This is optional information.  If a language is not listed, you can include this information 

in your compan y description in the next Step . 

 

 

Click on Next.  
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STEP 3a  ï COMPAN Y DESCRIPTION  

 

 

 
 

 

 

Ty pe of work  ï this is a short description of the type of work which accoun ts for 80% of 

your sales.   Maximum of 120 characters.  This information is for  internal use onl y .  

 

Compan y  description  ï IMPORTANT!!  ï this information will be given to customers as 

the main information about your compan y and the services  you offer .  Maximum of 1800 

characters.  

 

Specialist qualifications  ï this might include ISO 9000, Investor in People, Microsoft 

Certification, Professional Indemnit y cover, membership of professional bodies or 

consultant registers.  This informatio n will also be included in the profile given to 

customers.  Maximum of 200 characters.  

 

We can also do ke y word searching in addition to skills, so it is advantageous for you to 

include as man y relevant ke ywords as possib le in your compan y description.  

 

 

 

Click on Next.  
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STEP 3b  ï SELECT SKILLS  

 

 
 

You can select up to three  skills from the list.  These should be the skills that you have 

the most expertise in and that you want to put forward to Business Link customers.   You 

may select a shortlist of up to 10 skills initially, but must reduce this to a maximum of 

three before proceeding to the next step.  

 

You will be  asked to provide two recent customer referee s  for each skill listed.  

 

You can select your skills in two wa ys: -  

 

Browse  ï this enables you to scan the whole list of skills (the list is hierarchical).   You 

can click on the +  sign to expand a section of the list.  Select the skill b y clicking in the 

white box.  

 

Search  ï this enab les you to t ype in a search ke yword or string, and then click on Find  

to s ee if the word is in the list.  

 

Please refer to Appendix 3  for a full list of skills.  

 

 
 

Once you have selected a skill, the box will expand and you will be asked to specif y the 

number of emplo yees with the skill.  (If you have more than one office locati on, you 

should also specif y the sites that have this skill).  

 

Repeat this process until you have a maximum of three skills listed.  
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Click on Next.  

 

STEP 3c  -  REFEREES  

 

 
 

 

 

We require contact details of two customers for each skill you have selected.  These are 

customers that you have worked for in the last 12 months who are happ y to be 

contacted b y potential customers referred b y Business Link.  The same customer 

referee can be used for more than one skill .  

 

If you wish, the referees can be kept confid ential and details not given to a customer.  

(This option is available on the final Supplier Summar y Screen).  

 

Once you have added all the referees, click on Next.  

 

 

Once you have input the 
details for a referee, tick the 
appropriate skill or skills 
that this referee is for  

 
Click on Yes  and repeat the 
process for each referee  

 

Describe the work you did for 
this referee  
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SUPPLIER SUMMAR Y SCREEN  

 

Once you have completed the step  3c, you will move onto the Supp lier Summar y screen  

and this is the screen you will arrive at each time you log in . 

 

From this screen y ou can view and edit all the details you have entered  by clicking on 

the Add, Edit or View buttons in each section of the record . 

 

You will be automatica lly sent an email reminding you to check that your details are up -

to -date , if you have not updated your record for 6 months .  Note: whenever you 

make a change to your record, it will need to be revalidated.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add another 

office location  

Add another 
contact  

Edit the skills 
selection  

Add more 
referees  

Specify 
whether you 
want the 
refereesô details 
to be sent to 
the potential 
cust omer.  
Click on Update  
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In the Supplier Summar y screen, t here are some other options you can choose from the 

left hand side of the screen: -  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

The View Details button is available 
throughout the registration process so that 
you can view and print your details as 
they build up.  
You can also save your detail s as a pdf 
file.  

This option is only available to suppliers 
based in the Business Link for Milton 
Keynes, Oxfordshire and Buckinghamshire.  

The Record Status button  shows the 
history of status changes to your record.  
See below for details  
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RECORD STATUS  

 

When you log in to your record, the current Status of the record will be shown at the top 

of the screen:  

 

Incomplete (IC)  

 

When your record is Inc omplete you will see the following Status report at the top of the 

Supplier Summar y screen.  

 

 
 
This means that some part(s) of the record have not been completed correctl y or data is 

missing.  Cl ick on ñClick hereò to see what is incomplete. 

 

The following warning message will also be displayed if you logout when your record is 

Incomplete.  

 

 
 

 

Invalid  (IV)  

 

When you  first register and have entered all the required detail , or when you make a 

chang e to your record , you will see the following Status report at the top of the Supplier 

Summar y screen.  

 

 
 

This simpl y means that Business Link have  received your details for review and 

validation.  When Business Link have reviewed your record, you will rec eive an e -mail 

either to confirm that  your record is active in the s ystem  (Supplier Status: Active) , or 

that further action is required b y you before validation can be completed ( Supplier 

Status: Invalid ï pending action b y  the supplier) .  
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Active (A)  

 

 
 

This means that your record is active on the s ystem and will be included in an y relevant 

searches.  

 

Invalid ï pending action b y  the supplier  (IVP)  

 

 
 

This means that your record cannot be validated and made active on the s ystem until 

you have made the ch anges requested.  To see what action is required , click  on Record 

Status  and then on View Details to see the text of the message sent to you to advise 

what a reas need addressing .  When you have made the required changes, your record 

will revert to a status  of Invalid, and will then be reviewed again b y Business Link , and, 

if it meets the required standard, will be made active in the s ystem.  

 

 Update N eeded  (U)  

 

 
 

Your record will change to this status automaticall y if your details have not been updated 

for  at least 6 months.  Although your record will be included in relevant searches, it is 

less likel y to be shortlisted to  a client if there are other suppliers whose details are more 

up to date.   You should therefore review your details and make an y changes necessar y.  

After you have made the changes, click on the update  button , which will then change 

for record status to Invalid and will enable your record to be revalidated and made 

active.  

 

If no changes are required, click on the update button, which will change the record 

status from Update Needed to Active  

 

The following warning message will also be displayed if you logout without updating your 

record.  
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Inactive  (I)  

 

 
 
Your record has been made Inactive and will therefore not be included in searches.   

Please contact Business Link if you want to know why your record has been made 

inactive or if you wanted it to be made Active.
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STATUS HISTORY  

 

A histor y of Status Changes is displa yed when you click on the Record Status button.  

The details displa yed sho w the date of the change, the username and the Status  

indicator .  Usernames that are not the suppliers own username, are those of internal 

Business Link users who have updated the record as part of the validation process.  

Where Business Link have sent a m essage to the supplier , either to explain wh y a record 

has been rejected or to request the supplier to address other issues, the text  of the 

message can be viewed b y clicking on the  blue  (click to show Details )  link.  (Status 

indicators and explanator y mes sages are onl y shown for changes made after Jul y 2008.)  

 

 

 
 

 

If you use the mouse to hover the cursor over the Status indicator on the screen, the full 

text of the status will be displayed.  A full description of what the status means is shown 

above  

 

If t he Status History shows a status of D at any point, this means that your record was 

deleted from the register at th at  date, and then later reinstated.  You will not be able to 

log in to your record during the period that the record is deleted and will see the 

following message  if you attempt to login.  
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APPENDIX 1  -  CUSTOMER SECTORS  
 

A  
Accounting Architecture 

Advertising Arts & Crafts 

Aerospace & Aviation Auctioneers 

Agriculture & Farming Automotive 

  
B  
Beauty therapists Building & Construction 

Biotechnology Business Consultancy 

Broadcasting & Media   

  
C  
Call centres Civil Engineering 

Catering services Cleaning services 

Charitable services Clothing & textiles 

Chemical Industry Courier services 

Childcare / Nurseries  

  
D  
Defence Design services 

Delivery Services  

  

E  
Ecommerce Engineering 

Education Environmental Services 

Electronics Estate agents 

Emergency Services  

  
F  
Family Businesses Food & Drink 

Financial Services Forestry 

Fishing industry  

  
G  
Garden & landscaping services Government: national 

Government: local  
  
H  
Hairdressing Hospitality 

Healthcare & Health Services Hotels & Accommodation 

Horticulture  

  
I  
Import / Export IT equipment, software & services 

Insurance  
  
L  
Laundry/dry cleaning Libraries 

Legal services Logistics, Freight and distribution 

Leisure & Recreation  

  
M  
Mail Order Market research 

Maintenance Services Marketing 

Manufacturing Membership organisations 
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Marine Music & Entertainment 

  
N  
Nursing & residential care homes  
  
O  
Office equipment & services Oil industry 

  

P  
Packaging Public Relations 

Pharmaceuticals Public Sector 

Plastics Publishing: books/periodicals/newspapers 

Printing Pubs/bars/clubs 

Property Management  

  
R  
Recruitment & Temporary Staff Restaurant services 

Research & Development Retail 

  
S  
Security Social Enterprises 

Serviced Offices Surveyors 

  

T  
Telecommunication equipment & services Training services 

Telesales & Telemarketing Transport Services 

Tourism  

  
U V W  
Utilities Wholesaling 

Veterinary services  

  

 

 

Other  (free text box)  

If you canôt find a suitable sector then you can add your own description in the Other 

field (not more than 10 0 characters) .  
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APPENDIX 2 ï LANGUAGES  

 

Arabic  

Danish  

Dutch  

Finnish  

French  

Gaelic  

German  

Greek  

Hindi  

Italian  

Japanese  

Mandarin Chinese  

Norwegian  

Persian  

Polish  

Portuguese  

Russian  

Serbo -Croat  

Slovak  

Spanish  

Swedish  

Urdu  

Welsh
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APPENDIX 3  ï SKILLS  

 

Skill Hierarchy  

Skill 
Group 

Skill or sub group Skill Select
able 

Business information services  n 

 Business information research   y 

 Business mailing lists  y 

 Credit checks  y 

Communication & design  n 

 Audio/visual communication  y 

 Community relations  y 

 Company annual reports design  y 

 Company annual reports 

writing 

 y 

 Conferences & exhibitions  y 

 Corporate image  y 

 Customer magazines  y 

 Editorial services  y 

 Electronic publishing  y 

 Employee communication See Human Resources section below 

for full breakdown 
n 

 Event management See Marketing Communications 

below for full breakdown 

y 

 Graphic design & illustration  y 

 Meetings & seminars  y 

 Photography  y 

 Pitching for business  y 

 Presentations  y 

 Print   y 

 Public relations  y 

 Speech coaching & visuals  y 

 Speeches after dinner  y 

 Speeches business  y 

 Speechwriting  y 

 Translation services  y 

 Web site design  y 

 Writing tenders/proposals  y 

Computers, IT & telecommunications  n 

 Artificial intelligence & robotics y 

 CAD  y 

 CAM  y 

 Chip technology  y 

 Data management  y 

  Barcodes y 

  Data accuracy y 

  Data capture y 

  Data entry y 

  Data mining  y 

  Data security y 
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Skill 
Group 

Skill or sub group Skill Select
able 

Computers, IT & telecommunications (continued)  

   y 

  Database administration y 

  Database development y 

 e-commerce  y 

  Customer relationship management y 

  Digital signatures y 

  Electronic data interchange y 

  e-procurement y 

  Smartcard technology y 

  System security issues  

(see System Security Issues below 

for full breakdown) 

n 

 Electronic publishing  y 

 e-mail & electronic messaging  y 

 Expert systems  y 

 Graphics & multimedia  y 

 Hardware  y 

 Independent IT advice  y 

 Information searching & information retrieval y 

 Internet  y 

 Intranets/extranets  y 

 IT management  y 

 IT: Document management  y 

 IT: Storage  y 

 Knowledge based systems  y 

 Large scale computing  y 

 Legal: E-commerce  y 

 Mobile & wireless computing  y 

 Networks & networking  y 

 Operating systems  n 

  AIX  y 

  Apple Macintosh y 

  AS 400 y 

  BeOS y 

  Linux y 

  Open source y 

  OS/2 y 

  Others y 

  Unix y 

  VMS y 

  Win 2000 y 

  Win 98 y 

  Win NT y 

  Win XP y 

 Outsourcing IT management  y 

 Outsourcing IT services  y 

  Computer hardware maintenance y 
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Skill 
Group 

Skill or sub group Skill Select
able 

Computers, IT & telecommunications (continued)  

  Computer software maintenance y 

  IT implementation y 

  IT: User support y 

 Software  n 

  Digital dictation software y 

  Graphic design software y 

  Other specialist software y 

  Software:  Translation y 

  Software: Accounting/finance  y 

  Software: Database  y 

  Software: Desktop publishing y 

  Software: Desktop software  y 

  Software: e-mail y 

  Software: File transfer y 

  Software: File viewers y 

  Software: Information managers   y 

  Software: OCR  y 

  Software: Office suites   y 

  Software: Presentation graphics y 

  Software: Project management y 

  Software: Speech recognition y 

  Software: Spreadsheets y 

  Software: Word processing   y 

  Teleworking y 

  Training Software y 

  Video conferencing & other 

electronic conferencing 

y 

 Software applications, development & management y 

 System security issues  n 

  Anti-virus software   y 

  Business continuity & contingency 

planning 

y 

  Firewalls y 

  Identity verification  y 

  IT System security y 

  IT: Disaster recovery y 

 Technical authoring   

  Courseware development y 

  Training manuals y 

 Telecommunications  n 

  Call centres & contact centres y 

  Telecommunications y 

 Teleworking  y 

 Web site development  n 

  Search engine optimisation y 

  WAP web site y 

  Web content management y 
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Skill 
Group 

Skill or sub group Skill Select
able 

Computers, IT & telecommunications  n 

  Web servers y 

  Web site design y 

  Web site design accessible by 

visually impaired 

y 

  Web site integration with 

databases/other applications 

y 

  Web site management y 

  Web site promotion y 

Customer care  n 

 Complaints  y 

 Consumer behaviour  y 

 Consumer protection  y 

 Customer loyalty  y 

 Customer magazines  y 

 Customer relations  y 

 Customer relationship management Y 

 Customer surveys  y 

 Service quality  y 

Distribution & logistics   n 

 Courier services  y 

 Depot location  y 

 Despatching  y 

 Distribution service management Y 

 Documentation  y 

 Import & export logistics  y 

 Order processing  y 

 Outsourcing distribution & logistics Y 

 Packaging  y 

 Supply chain management  y 

 Transport   y 

  Vehicle leasing y 

Finance & accounting  n 

 Acquisitions & mergers  y 

 Annual/final accounts  y 

 Bookkeeping  y 

 Business disposal/transfer  y 

 Cashflow and revenue management y 

 Company rescue/recovery/turnaround y 

 Company secretarial services  y 

 Credit management  y 

  Credit checks y 

 Electronic payment systems  y 

 Employee share schemes  y 

 Finance: Audits   y 

 Finance: Audits- companies  y 

 Finance: Audits-pension schemes y 

 Finance:Audits-charities y 




