CITY OF SAINT PAUL

Registering for the Supplier Portal



a)

b)

Goto
www.stpaulbids.com

Click on “Register as a
Supplier” on the left-
hand side of the screen

Or, click on “Register”
next to the “Sign In”
option

Browser Announcement

Please use Google Chrome to access Saint Paul Supplier Portal for full optimization.

Announcements

How to find open events:
Go to Events at the top of your screen, then choo:

Current Solicitation Advertisements: Open Events,

se Events with Plan Holders List, in Event # type the event number you are searching for, and click search.

Email the Supp! to

Before You Try to Register, Please Review These Tips:

Internet browsers should be MS Edge 41, Chrome 28 or higher Chrome 62 or higher, Firefox 28.0 & higher, Firefox 57 of higher, Safari 9.0 & higher?

Turn off the pop-up blocker.

Welcome to StPaulBids.com

Links
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http://www.stpaulbids.com/

Step 2. Enter Registration Contact Information

a)

b)

Populate all required
fields (those with an
asterisk * next to them)

Review the shown terms
and conditions; once
reviewed, select “Accept
Terms and Conditions as
Shown Following”

Click the “Save” Icon in
the top right corner of
the page

= Supplier Registration

Minnesota

55555

JJJJJJJJJJJ




Step 3. Enter Commodity Codes

a)

b)

Click on the “Commodity
Codes” Tab, next to
“Registration”

Browse available
commodity codes, or
use the Commodity
Search function to
search for applicable
codes

Click “Add"” to assign the
commodity code to your
profile

‘Your account has been set up in the City/bf Salnt Paul Supplier Portal, however your registration is nat complete. Please log in at wwi.stpau bids.comm to complete your registration.

Questions exist; please use this byffon to answer questions; il required questions must be answered to complete registration

Registration  Commodity codes *

Diversity codes  Proxy notifications

Select the commaodity codes for which you want to get future bid notifications.

My Commedity Codes

] Code *
O 14560
O o2

Available Commodity Codes
Commodity Code
+ 506
50625
+ =07
0738
+ o0e
+ a9
+ 210
1007

31081
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91240

Description
Roofing

CONSTRUCTION SERVICES, GENERAL [INCL. MAINTENANCE AND REPAIR

Q services.
Description
ARCHITECTURAL SERVICES, PROFESSIONAL
Design Build Services
ARCHITECTURAL AND ENGINEERING SERVICES, NON-PROFESSIONAL
Drafting Services
BOOKBINDING AND REPAIRING SERVICES
BUILDING CONSTRUCTION SERVICES, NEW (INCL MAINTENANCE AND
BUILDING MAINTENANCE, INSTALLATION AND REPAIR SERVICES
Chute Installation Services
Window Washing Services

Demolition Services
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Step 4. Enter Diversity Codes (OPTIONAL)

If your business isn't certified, you can skip this step and move to the next slide.

a) Click on the “Diversity
Codes” Tab, next to
“Commodity Codes”

b) Click “Create” and select
the diversity code(s) for
which your business is
certified

c) Inputthe effective date,
expiration date, and
include the supporting
documentation for your
diversity code(s) and
click “Submit”




Step 5. Respond to Questions

a)

b)

c)

At the top of the screen,
click on the “Respond to
Questions” option

On the next page, input
responses for each
guestions

Once all questions are
completed, click “Save
and Close”

Your account has been set up in the City of Saint Paul Supplier Portal, however your registration is not complete. Please log in at www.stpaulbids.con| to complete your registration.

Questions exist; please use this button to answer guestions; all required guestions must be answered to complete registration

Respoend to Questions

= Questions for City of Saint Paul

Answer the following questions related to your company. An * indicates a required field.

save [ SoveAndClose C

here:




FAQ

Do I need to finish setting up my profile in order to submit a bid or proposal? Yes. It's very
important that you complete your registration fully, otherwise you will run into system errors when
trying to submit a response (bid or proposal).

Can | update my information in the supplier portal? Yes! You can update this information at any
time by logging into the supplier portal and clicking on “My Account” on the lefthand menu.

Help! I can’t access my supplier account. Reach out to procurement@ci.stpaul.mn.us.

What browser should | use? Please use Google Chrome to access the Supplier Portal for full
optimization.

How do | get a diversity code? You must be CERT certified as a small, minority-owned, or woman-
owned business enterprise. For more information on getting certified, visit the city’s CERT landing

page.

Who should I contact if I'm having issues? Reach out to procurement@ci.stpaul.mn.us.



mailto:procurement@ci.stpaul.mn.us
https://www.stpaul.gov/departments/human-rights-equal-economic-opportunity/procurement/cert-program
https://www.stpaul.gov/departments/human-rights-equal-economic-opportunity/procurement/cert-program
mailto:procurement@ci.stpaul.mn.us
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