
Supplier Portal Guide – 

Access the Supplier Portal  - Click on Register as a Supplier 

Complete the following required fields: 

Establish a User Name 
Password (Confirm) 
First & Last Name 
Main Phone Number (Select 1 as the country code) 
Email Address (Confirm) 
Company Name  
Tax ID Type:  Select the appropriate response type
Tax ID:   Insert the information associated with the type selected.
Attach Tax Certification - W-9.  Must be the latest version of IRS form.  Outdated and forms 
signed more than 6 months ago will not be accepted. 

*VAT Registration IS NOT required when you select Tax ID.



Required fields: 

Street Address 
City 
State 
Zip Code  
Check the box for if Remit to Address is the same as mailing address.  
Check the box to accept the terms and conditions 
Complete the captcha.  You MUST type in the correct characters.   
Hit Next  



You may select to completely skip the Bank Information.   If you would like to 
provide your banking information then you will provide the informations as outlined 
below.

Enter banking/financial information: 

Bank Entity = Routing Number 

Bank Name = Financial Institution Name Bank Account Number = Account 

Bank Account Number = Account 

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

Bank Currency = USD 

Everything else on the page can be left blank.

Hit Next 

After the first two steps you may get a preliminary email from the system.  This DOES NOT 
mean that you have completed your registration and satisfied all of the requirements for your 
submittal.  You will have to continue to the other tabs in the registration process.  

Diversity Code – You can skip this tab if it is not applicable. Hit Next
If you choose to offer Diversity information, YOU MUST provide an effective and 
expiration date the the code provided.  



Go to Questions.  Provide response to all of the required questions as identified by (*).

1. Select acknowledged & attach W-9 (same from step 1)
2. You must make a selection.  Choose the best fit for the type of organization applies 

to your registration. 
3. You must make a selection. Choose the best fit for the reason you are registering to 

do business with the city. 
4. Select an ownership category.  
5. Select the applicable minority classification.  If not applicable then select "none”
6. Give a brief description of the types of goods/services you wish to offer the city.  You 

may attach additional supporting information for this question. 
7. Must select "yes" or "no" as a response.  If yes, provide details.  If no, type not 

applicable.
8. Provide any applicable licenses, certificates to registration to outline your 

qualifications.  Providing this information is not required. 
9. Provide a "yes" or "no" response to being bonded in the State of Florida. If yes, 

attach documentation.  If no, no additional information is necessary.  



Hit Next 

Commodity Code Tab:  In the commodity search field –  type the specific commodity that is 

applicable to the goods/services you provide.  Select all that apply by selecting the "add" 

button.   
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You can return to the “Home” page of your Supplier profile.

If you get the Registration Status = Complete.  This means that you provided all of 
the information necessary for your registration to be review and approved by 
Procurement.  You are NOT fully registered as a Supplier to do business with the 
city until you received a final email notice of regarding the completion of your 
registration with your assigned Supplier Identification Number.    




