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HOW TO ACCESS AND UPDATE YOUR SUPPLIER PROFILE 

1. Navigate to Coral Gables | Coral Gables (www.coralgables.com) 

 

2. Select Your Government  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Stroll Down and Select Procurement. 
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http://www.coralgables.com/
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4. Select Supplier Services. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Select Supplier Registration Portal.  
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6. Sign In.  

 

 

 

 

 

 

 

 

Note: If you have forgotten your log in credentials and need to reset your password, please reach out to 

procurement@coralgables.com to be put in contact with our IT Department for a reset password link. 

 

 

 

 

 

 

 

 

7. Once you sign in, your profile should look like the image below. 
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8. To update your supplier information, you can click the hyperlinked Supplier Number in the 

Profile area.  

 

 

 

 

 

 

 

 

 

 

 

9. To update information such as your Tax ID, Tax ID type (FEI/EIN or USSOCIAL) and Tax 

Certification, please click the arrow on the Profile box as highlighted below. Ensure all IRS W-

9’s are the current IRS Version by downloading directly from their website. 
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10. To update or add a commodity code, please select the Commodity Code box as highlighted 

below. You can type in key words relative to the goods and/or services your business offers.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. If you wish to add another contact (secondary) to your profile, please select the plus sign (+) 

on the Contacts box as highlighted below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
ACCESSING AND MANAGING YOUR SUPPLIER PROFILE 

 

6 
 

12. To provide responses to the required questionnaire, please select the arrow on the Questions 

box as highlighted below. Ensure all IRS W-9’s are the current IRS Version. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. To update banking information, please select the Banking tab. Supplier Bank is for the 

Company’s banking information and My Bank is for the contact’s banking information.  
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You may select to completely skip the Bank Information. If you would like to provide your 

banking information, then you will provide the information as outlined below. Do not use the 

search feature in this section and simply type the information in each box. 
 

Enter banking/ financial information:  

Bank Entity = Routing Number  

Bank Name = Financial Institution Name (e.g. Wells Fargo, Truist, JP Morgan Chase, etc) 

Bank Account Number = Account Number 

Bank Account Type = Type of Account (e.g. Checking, Savings, etc.)  

Bank Currency = USD  

 

 

 

 

 

 

 

 

 

Everything else on the page can remain blank. Then Save and Close.  

 

 

 

14. Once complete, your profile should be updated. Send an email to 

procurement@coralgables.com advising that changes were made to your profile. If you 

changed or updated your banking information, you will be contacted by Accounts Payables 

staff with further instructions. 

 

15. Should there be any deficiencies with your profile, you will be contacted via email advising of 

such. Upon completion of addressing the deficiencies, please respond and let the Procurement 

personnel know that the updates have been made and are ready for review.  
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Bidding on a Solicitation  

 

16. If you wish to bid on an open event, you can select the arrow to choose the event you’d like to 

bid on. For further instruction on How to Bid on an event, please reference the Supplier Portal 

User Guide ‘Responding to Events’ section.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


