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Step 1; Log Into Constructionline 
 

 
 
Log In will be provided by Constructionline when registering 
 
Step 2; Select Run a Supplier List Option 
 

 
 
Click on Run a Supplier List 
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Step 3; Create a new list 
  

 
 
Populate the Create a new list fields:- 
 
 List Name – insert name eg Ward 1 Refurbishment 
 
 List Number – insert unique number ie Trust Project Nr 
 

Number of Suppliers Required – insert value of 10,000; depending on 
criteria used the list produced will be considerably less than this 

 
Click on the “Create” Button 
 
Step 4; Input Shortlisting Criteria 
 
The Shortlisting Criteria used must be listed using the Record of Selection of 
a Contractor Pro-Forma. 
 
Constructionline affords you the opportunity to refine the shortlist by using the 
following criteria: 
 

·  Constructionline Sectors & Work Categories – must be used as Criteria 
 

·  Location of Work – must be used as Criteria 
 

·  Branch Office Location – may be used as Criteria  
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·  Other which includes Trade Federation/Professional Bodies, 

Licenses/Accreditations and Director/Partner Qualifications – not 
recommended to be used as criteria 

 
Criteria to be inputted using a series of Tabs and Options 
 

 
 

 
 
On the Review Tab click on the “View All Suppliers” Button to obtain the 
randomly sorted list 
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Step 5 Print Out List 
 

 
 
To Print List click on the “Print the Results List” Option 
 
Step 6 Confirm that those Listed are interested in Tendering 
 
Having printed out the list, the required number of contractors should be 
contacted in the order in which they appear on the random list to confirm that 
they are interested in tendering for the contract. 
 
In the event that a contractor indicates that they are not interested in 
tendering, their response should be recorded and the next contractor on the 
random list should be approached. 
 
These Papers must be retained for audit purposes.  An example is shown 
below. 
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