eSupplier Bidder Instructions-Sports Officials

Go to http://www.ci.minneapolis.mn.us/finance /procurement/eSupplier

Follow instructions on site under “portal instructions”, or use attached instructions

Click “use the portal”

Click “bidder registration”
Notes-

e Step 1- Select “Individual”
e Step 2- “Entity Name” is YOUR NAME
a. Answer questions
i. To help identify your company for upcoming contracting opportunities,
please describe what your business does? SPORTS OFFICIAL
ii. Which of the following applies to your business (Use the magnifying glass to

the right to search for values and check all that apply)? Click magnifying
glass and select desired response. Most would select “none of the
above”

iii. Please select Ethnicity of the Majority Business Owner (Use the magnifying
glass to the right to search for a value). Click magnifying glass and select
desired response

iv. Please enter a Doing Business As Name (DBA) if applicable. SKIP

e Step 3- Enter address, select next

e Step 4- Add YOURSELF as a contact, and select “primary contact”
a. Create eSupplier ID (one that you will remember)

e Step 5- Under Categories select- PT_RECREATIONAL_TRNG

e Anemail will be sent to you with your BIDDER ID (not eSupplier ID which you created).
a. The BIDDERID is for the City of Minneapolis, while the eSupplier ID is for your log-

in credentials and personal to you.

b. Send Jim Rask your BIDDER ID, Completed W-9 form, and direct deposit

form (recommended) and Independent Contract Agreement.

Contact- Jim Rask

jrask@minneapolisparks.org
612-719-8035 (Cell)


http://www.ci.minneapolis.mn.us/finance/procurement/eSupplier
mailto:jrask@minneapolisparks.org
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Bidder Registration Overview

Register as a Bidder with the City of Minneapolis if your Organization has not done business with us. Bidders can
view City solicitations and RFP opportunities, and submit bids electronically through the eSupplier portal.
Additional Training Guides can be found on the City’s procurement webpage.

Registering as a Bidder

Start the Bidder Registration Process by clicking on the Bidder Registration icon from the eSupplier Public Page:

w eSupplier Public Page

Welcome to e Supplier Events Calendar Announcements Forgot Password

B B |

eSupplier Information

0 calendar Events 02 Announcemants
Bidder Registration Sign In Contracting Opportunities TMP Application
@ "o 4
—
~ . 2 ol .
— Yor
iew Registration Options. 02 opportunities

Click Register on the following page to continue.


http://www.ci.minneapolis.mn.us/finance/procurement/eSupplier

Step 1: Welcome - Start the Application Form

Start the Registration Process by selecting the type of entity (Business or Individual):

Bidder Registration Component X
=] 0 ! 0 0 0
Welcome Identifying Information Addresses Contacts Categorization Submit

4 Previous Next »

Welcome - Step 1 of 6

‘Welcome to the Bidder Registration process. eSupplier provides self-service access that allows you to view payments, update your address, contact information, select the
type of work you would like to receive bid solicitations for, view events and bid on events. Once you have completed your registration, your information will be saved and
you will be classified as a bidder. At the point that you are awarded work with the City of Minneapolis, you will be converted into a supplier and given a permanent supplier
number.

If you are ir d in the City's Target Market Program (TMP) visit the City's procurement website for mere information. To apply, navigate to the eSupplier Public Page
and Locate the Target Market Program (TMP) application icon to begin the application process.

Select an activity below: @)

® Start a new registration form
What type of entity do you represent?
® Business and Not for Profit

© Individual

© Continue from where you left

* Required field ‘ Exit | 4 Previous | Next » |

You can cancel the application process at any point by clicking the Exit button or X icon. Click Next to continue.

Step 2: Identifying Information

Enter your Organization’s information. Profile questions with a magnifying glass allow you to search for values:

Bidder Registration Component F3

L+ {0 ] - ] 0

Welcome Identifying Information Addresses Contacts Categorization Submit

Exit H « Previous || Next »

Identifying Information - Step 2 of &

Please start with providing your Tex 1D Number and Legsl Entity name fied with the IRS (For Ingividusl/Sole Proprietors. this will be your nsme and SSN} along with your
Business Classificstion. The fields marked with an * are required

Unigue ID & Company Profile &

*ID Number: TIN, S5N or EIN

* Entity Name Add Attschment

Website Open URL

Business Type Classification

Profile Questions (!
* To help identify your company for upcoming il A il
contracting opporturities, plesse describe 4
what your business does. A

- \ivich of the following spolies tmyour  ~ )
business (Use the magnfying glass ta the

right to search for values and check sl “

* Piaase select Ethnicity of the Msjority = a
Business Owner (Use the magnifying glass to
the right to search for & value). P

il il

Plesse enter a Doing Business As Nams P
(DBA) If Applicable 2

Comments (D

- Required fisld Exit ‘ ‘ 4 Previous || Mext +




Questions marked with a* are required. If you do not fill out a field and attempt to continue, the following

message will display:

Message

Field is required.

“fou have left a field empty and a value must be entered.

If your organization has already registered as a bidder or is a supplier with the City of Minneapolis, eSupplier will
recognize the Tax Identification Number, preventing you from continuing with the registration process.

Contact the eSupplier system administrator within your organization or contact the City at:

eProcurement@minneapolismn.gov for assistance.

Click Next to continue.
Step 3: Addresses

Enter your Organization’s primary address and any additional addresses:

Bidder Registration Component

= = 5] r r

0

- L —l Lt Lt

Welcoms dentifying Information Addreszes Contacts Categorization

Submit

Exit | | 4 Previous

Next |

Addresses - Step 3 of 6
Please provide your primary business address along with any sdditional business addresses that you might have.
Primary Address (3

*Country |USA Q| United States

Address 1
Address 2
Address 3
City
County Postal

State a

Email Address

Other Addresses &

Check boxes below to indicate sddresses that are different from your Primary Address sbove:

BEill To Address

Address for remitting payment
Ship To Customer

Address for shipping goods/senvice

Invoice Address

Address fram which you send invoice

Exit | | 4 Previous || Next »

Click Next to continue.


mailto:eProcurement@minneapolismn.gov

Step 4: Contacts

Add any contacts form your Organization that will use the eSupplier system:

Bidder Registration Component X
= = =] 5] M O
= " - e} Lt
Welcome dentifying Information Addreszes Contacts Categorization Submit
Exit 1 Previous Hext #

Contacts - Step 4 of 6
Please provide your business contacts and identify the type of contact
Company Contacts ()

“fou have not added any contact infarmation to your application. Click "Add Contact” button to add new contsct information.

| AddContact

* Required figkd Exit 1 Previous MNext &

You can create a Contact and User ID for anyone within your Organization. eSupplier will send a new account email
to all contacts that have been setup, along with the requested eSupplier User ID and Password:

Add Contacts x

Contact Information (3

Pri Contact
* First Name Sl Bl

* Last Name

Title

*Email Address
* Telephone Ext

Fax Number

Contact Type ¥

User Profile Information (2)

* Create e Supplier
User ID

User ID Description

Language Code English T
Time Zone v
Currency Code US Dollar v

Cancel

Click OK and then Next to continue.
Step 5: Categories

Select all Categories that pertain to your organization by checking the box(s) on the left-hand side. These selected
categories will ensure you are notified about future contracting opportunities.

The City has structured the categories of services and goods into these areas:

e  Professional and Technical Services
e  Construction Services

e  Other Services

e Goods and Supplies

e Items for rent



Click any of the box(s) on the left-hand side of a category’s name:

Bidder Registration Component

m! - = = ] O
Welcome Identifying Information Addresses Contacts Categorization Submit
Exit | | 4 Previous || Next & |

Categorization - Step 5 of 6

Select the commedities and/or services that align with your business in order to receive notifications of solicitations and bid on events. Choose sll that apply.
Select to add or de-select to remove categories spplicable fo your business
Select All  Un Select All

City of Minneapolis Sourcing Categories

Categories
l'."! Sourcing - Sourcing Categories My g
& Sell Categories Category Description
HROF_TECH_SERVICES - PROFESSIONAL, SCIENTIFIC AND TECHMICAL SERVICES
PT_ADVERTISE_SVC - ADVERTISING DESIGN AMD CONSULTING SERVICES
] PT_ARCHITECT_SVC - ARCHITECTURAL DESIGN SVCS & CONSULTING {NOT LANDSCAPE) WERTI
) _SvC c I ] e ADVERTISING DESIGN AND

1 PT_ARTIST_SVCS - ARTIST AND ILLUSTRATION DESIGN SERVICES & CONSULTING = - CONSULTING SERVICES
| FT_BACKGRMND_SCREEN - BACKGROUND SCREENING SERVICES
FT_BUSINESS_SVCS - BUSINESS DEVELOFMENT/MANAGEMENT & CONSULTING SERVICES

F'T WEB_DESIGN_SVC - WES DESIGN SERVICES AND CONSULTING A CHERN S SREEH BACKGROUND SCREENING

PT_IT_SYST_INTG_SV - COMPUTER SYSTEM PROGRAMMING, DESIGN & INTEGRATION SVCS o = SERVICES
FT_CONSTRUCT om_sv CONSTRUCTION PLAMNING, MGMT & CONSULTING SERVICES
r—v-r CHILD CARE_SVCS - DAYCARE OR CHILD CARE SERVICES

_SWCE - ENGI G SERVICES AND CONSULTING

3? PT_ENTERTAINERS - ENTERTAINERS, PERFORMERS, BANDS, MUSICIANS, ETC.

PT_ENVIRONMNT_SVC - ENVIRONMENTAL CONSULTING SERVICES

PT_FINANCAL_SVC - FINANCIAL SERVICES AND CONSULTING

FT_GRAPHIC_DESIGN - GRAPHIC DESIGN SERVICES AND CONSULTING
f FT_HEALTH_SVCS - HEALTH SERVICES AND CONSULTING

PT_HR_CONSULT_SVC - HUMAN RESOURCES SERVICES AND CONSULTING

FT_INS_BROKERAGE - INSURANCE EROKERAGE SERVICES

FT_TRANSLATION_SVC - INTERFRETING AND TRANSLATION SERVICES

FT_LAE_TESTING_SVC - LASORATORY TESTING SERVICES
+f PT_LANDSCAPE_DESIG - LANDSCAPE DESIGN SERVICES AND CONSULTING

When selected, the category will populate under the “My Categories” Section of this page.

Click Next to continue.
Step 6: Submit

Review the application and click to accept the terms of agreement. Once marked, a Submit button will appear:

Bidder Registration Component x
LI - {ud - -~
Welcome Identifying Information Addresses Contacts Categorization Submit
Exit | | « Previous | Next »

Submit - Step 6 of 6

| certify thet the information supplied on this bidder regisiration is comect to the best of my knowledge. | further certify that in doing business with the City of Minneapalis nmy
firm is in compliance with policy relating to conflict of interest.

Click the "Review” button to review the registration information.

Click the "Submit" button to submit your registration after reviewing and accepting following Terms of Agreement .

Email communication regarding this registration will be sent to:

HZ212%@gmail.com

Terms and Conditions (2)

[ll=ke sure you resd terms of agreement fully before submitting your registration.

Terms of Agreement

lick to accept the Terms of Agreement below.

Exit | i « Previous Next »




Upon submitting the bidder registration, the contacts entered on the application will receive a confirmation email
with an eSupplier password and confirm the user profile ID:

D

Mew User Account Creation
Your wser creation request has been approved. A wser profile has been created for you In the City of Minneapolis eSupplier systern.
User ID: NEWBIDDERID
Password: NEWBIDDERARIUGHX
Bidder Name: New Bidder
Badder 10: DOO0000D00007SS

Pigase use the following link to logon to our website to change your password of view update your information

hitps:ffcomet-foqa ol ménneapalis mnus/pspts8qasupplier /SUPPLIER/SUPPLIERERD (e AUC MANAGE RIDSAUC D HOME PG.GEAMPage=AUC BID HOME PGRAcHon=ULBIDDER ID=000000000000755

If you have any questions regarding your user account, pleass contact Accounts Payable Supplier Maintenance at eProcurement@minneagolismn. gov or call 612-673-5781.

Thank you,
City of Minneapalis

Logging into eSupplier

After submitting your organization’s bidder registration, you can return to the eSupplier public homepage or use
the URL from the new account email to access the sign-in icon.

comet w eSupplier Public Page A

Sign In Welcome to eSupplier Forgot Password

I x

eSupplier Information

When signing in, Enter your Supplier User ID and 16-digit password into the sign in box:

Sign In

UserID |UserID

Password |Password

] Enable Accessibility Mode




If you are required to change your password, the eSupplier Portal will prompt you to change it and display the
following screen. Supply your “current” password and create a new 16-digit password:

comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

Your password has expired.

Click here to change your password.

City of Minneapolis Password Requirements:

e  Must be 16-character length
e  Must contain at least one UPPER CASE letter and at least one lower case letter
e  Must contain at least one number and one special character (e.g. @, #, S, %, *) excluding spaces.

Once your password is reset, you will be brought back to the sign in page.

You can also use the “forgot password” icon from the homepage to get a password reset.

Forgot Password

You will need to provide your eSupplier User ID to receive a password reset email. An email will be sent to your
Organizations Administrator’s Email Address.

Contact Us

If at any point you need further assistance, contact us at: Phone: 612 673-2311 or e-mail:
eProcurement@minneapolismn.gov



mailto:eProcurement@minneapolismn.gov
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