d
eSupplier — Sign in to and Navigate eSupplier Minneapoli?

City of Lakes

Learn how to sign in to and navigate eSupplier as a bidder or supplier.
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Sign in to eSupplier

1. Go to the public eSupplier homepage.
2. Select the Sign In tile.
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3. Enter your User ID and password.
4. Select the Sign In button.

Sign In

User D User D

Password Passwort

. Enable Screen Reader Mode

5. You'll now be signed in to eSupplier and the Supplier Secure Homepage specific to your business will appear.
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Navigate the homepage

1. To go back to the public eSupplier homepage:
a. Select the dropdown arrow in the top header.
b. Select the City of Minneapolis eSupplier option.
2. The Home icon in the top right corner will bring you back to the Supplier Secure Homepage.

Mpls Supplier Secure Home Pag

Mpis Supplier Secure Home Page

City of Minneapolis eSupplier

g Opportunities My Bidder/Payee Profile My Event Activity
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Review and manage your business’ information

A. If you're a bidder, select the My Bidder/Payee Profile tile.
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Mpls Supplier Secure Home Page v

My Bidder/Payee Profile My Event Activity
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B. If you’re a supplier, select the Review/Change Supplier Account tile.
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C. To navigate to the different parts of your business’ profile, select the titles in the top navigation menu.
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D. After making changes, remember to select either the Save or Submit button.

o

My Bidder Profile

New Window | Personalize Page

Contacts

Addresses Identifications

weicome, [N
User: I
Company URL
Bidder Status Bidder Type
Active Business or Non-Profit Org.
Inactive Individual
Additional Information
HUBZone Program v
Sm Disadvantaged Business Prog v
Size of Small Business v
Veteran-Owned Small Business v
O veteran I Emerging Small Business
i Disabled ) Women-Owned Business
Comments
Raining
Main | Addresses | oomacts | identifications

Add or update categories

Selecting categories relevant to your business ensures you’re notified about applicable contracting opportunities.

The City has structured the categories of services and goods into these areas:
* Professional and Technical Services
* Construction Services
e Other Services
* Goods and Supplies
* Items for rent

1. Select the Add/Update My Categories tile.
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Mplis Supplier Secure Home Page >

Contracting Opportunities My Bidder/Payee Profile My Event Activity
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Change Password

Last updated on 5/15/2024 eSupplier — Sign in to and Navigate eSupplier | Page 3 of 6



2. Check or uncheck the boxes next to the appropriate categories.
3. Select the Save button.

My Categorizations

New Window | Personalize Page

City of M. lis Sourcing Categories
= ado

Sell Categories
Cas PROF_TECH_SERVICES - PROFESSIONAL, SCIENTIFIC AND TECHNICAL SERVICES
= gPT _ADVERTISE_SVC - ADVERTISING DESIGN AND CONSULTING SERVICES
‘; PT_ARCHITECT_SVC - ARCHITECTURAL DESIGN SVCS & CONSULTING (NOT LANDSCAPE)
! PT_ARTIST_SVCS - ARTIST AND ILLUSTRATION DESIGN SERVICES & CONSULTING
.F PT_BACKGRND_SCREEN - BACKGROUND SCREENING SERVICES
L ’7PT BUSINESS_SVCS - BUSINESS DEVELOPMENT/MANAGEMENT & CONSULTING SERVICES
! PT_WEB_DESIGN_SVC - WEB DESIGN SERVICES AND CONSULTING
L jPT IT_SYST_INTG_SV - COMPUTER SYSTEM PROGRAMMING, DESIGN & INTEGRATION SVCS
o ."7 PT_CONSTRUCTION_SV - CONSTRUCTION PLANNING, MGMT & CONSULTING SERVICES
o o PT_CHILD CARE_SVCS - DAYCARE OR CHILD CARE SERVICES
ﬁFT ENGINEER_ SVCS - ENGINEERING SERVICES AND CONSULTING
gPT ENTERTAINERS - ENTERTAINERS, PERFORMERS, BANDS, MUSICIANS, ETC.
..'gPT ENVIRONMNT_SVC - ENVIRONMENTAL CONSULTING SERVICES
jPT FINANCAL_SVC - FINANCIAL SERVICES AND CONSULTING
gPT GRAPHIC_DESIGN - GRAPHIC DESIGN SERVICES AND CONSULTING
. PT_HEALTH_SVCS - HEALTH SERVICES AND CONSULTING

nyF‘T INS_BROKERAGE - INSURANCE BROKERAGE SERVICES
PT_TRANSLATION_SVC - INTERPRETING AND TRANSLATION SERVICES

‘gPT LAB_TESTING_SVC - LABORATORY TESTING SERVICES
PT_LANDSCAPE_DESIG - LANDSCAPE DESIGN SERVICES AND CONSULTING

Change your password

1. Select the Change Password tile.

Mpls Supplier Secure Home Page v

Contracting Opportunities My Bidder/Payee Profile
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2. Inthe New Password field, enter your new password.
3. Enter your new password again.
4. Select the Change Password button.
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Change Password

user o,
pescription [ EGNG

*Current Password  sssessssssesssas

*Confirm Password

The City's password reGuird .
0 Must be at least 16-char. i

Must contain at least one UPPER CASE letter and at least one lower case lefter

Aust contain at least one number and one special character (e.g. @, #. 3, %, ), spaces not allowed

5. Select the Yes button.

Your password has successfully been changed, Continue to Homepage?

5

Sign out of eSupplier

1. Select the vertical ellipsis icon in the top right corner.
2. Select the Sign Out option.

New Window

My Preferences

r/Payee Profile My Event Activity

Forgot your password?

1. If you forget your password, from the public eSupplier homepage, select the Forgot Password tile.
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2. Enteryour user ID.
3. Select the Send button.

Login

New Window | Personalize Page

Supplier Login
Reset and Send Forgotten Password

Enter your UserlD and click send to reset your password and have it sent to you via
email

T 2

4. An email will be sent to your business’ primary business email address with instructions on how to change the
password.
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