
Registering for the Supplier Portal
CITY OF SAINT PAUL



Step 1. Register as a Supplier – Getting Started 

a) Go to 
www.stpaulbids.com

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

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

http://www.stpaulbids.com/


Step 2. Enter Registration Contact Information

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

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

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



Step 3. Enter Commodity Codes

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

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

c) Click “Add” to assign the 
commodity code to your 
profile



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

Step 4. Enter Diversity Codes (OPTIONAL)

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



Step 5. Respond to Questions

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

b) On the next page, input 
responses for each 
questions

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



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 I 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 I use? Please use Google Chrome to access the Supplier Portal for full 
optimization.

How do I 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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