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How To Create an Account and Register  
As A Vendor with MMSD 

 
The Office of Procurement & Contract Management is pleased to launch our new Contract and Vendor 
Management System (CVMS).  This web-based software System (provided by B2Gnow) allows 
interested vendors to be notified electronically of procurement opportunities.  On District construction 
and engineering projects, it is designed to streamline and automate reporting requirements for SWMBE 
participation, certified payroll, and local workforce participation. It will also allow certified SWMBE 
firms to be listed in a public directory on our procurement web site.    
 
 
Creating an account with B2Gnow and registering with MMSD as a vendor is a three step process: 
 
Step 1:   
Search through account lookup to ensure that your organization to see if your organization has an 
account in the B2Gnow system.   
 
Step 2:   
A. You found an account for your organization and need to confirm that you are registered as a vendor 

with MMSD.  Also, if your organization has multiple offices in the B2Gnow system, we can assist 
with setting up your local office.  

 
B:  If no account was found, create an account and enter your organization’s information. 
 
 
Step 3:   
Register as a vendor with MMSD to receive emails notifications of procurement postings and for 
SWMBE firms to provide certification information. 
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Step 1.  Account Lookup 

B2Gnow is used by governmental entities throughout the country including the City of Milwaukee, so it is 
possible that your firm may already have an account. 

 To do an account lookup you start from the B2Gnow contract and vendor management page  

 From the MMSD web site (http://www.mmsd.com/) click on the procurement dropdown link in the 
information menu on the left of the MMSD homepage and then select vendor registration. 
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 Select option 2 which will let you search for your organization 
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 From this page select any search parameter to complete and then click search at the bottom of the page 
(certain parts of each parameter need to be filled) 

 Please note that searching by tax I.D. number is the best method 
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Step 2a: Confirming registration with MMSD  

 If your organization is displayed in the search results, then there is an account in the B2Gnow system  

 This is not a confirmation that your organization is a registered vendor with MMSD    

 You must log into the B2Gnow system to see the status of your registration  

 The search indicates (see below) who is listed as a user within the system, and their contact information 

 If your organization has an account but you are not a user, you can click request new user and a 
notification is sent to the administrative user to add you  

 Customer support can also be contacted to assist with this request to get access to the profile. 
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 Once you are able to log into the B2Gnow system, check to see if your organization is registered as a 
vendor with MMSD   

 To do this, you need to be logged in the B2Gnow system  

 If it is your first time logging into the system, a welcome screen will be displayed that shows tips on 
how to get started in the system 

 

 Click continue once you have reviewed this welcome page which will take you to the B2Gnow 
homepage 

 

 

Please Note 

The primary contact will be the only one who receives the District’s email notifications.    
If you want additional users to receive email notices, please email Mechelle McClinton 
mmcclinton@mmsd.com with the firm name, person’s name, and email address. 

If your organization has multiple offices in the country and a Milwaukee office, the 
District recommends creating a separate account for the Milwaukee Office.   Please 
contact Mechelle McClinton mmcclinton@mmsd.com, or (414) 229-2229, to assist with 
creating a separate account. 
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 From the home screen click the submit vendor registration link in the configure section 

 This will take you to a page where you can review the status of your vendor registration with MMSD 
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 This page will show the status of your registration with the MMSD in the status column  
 

 
 

 

 

   

 

 



   MMSD Vendor Registration Using B2GNOW 
 

9 
 

 If the registration status is incomplete, then you must take steps to complete it in order to be registered 
with the MMSD as a vendor 

 To complete the registration, click the submit link in the actions column 

 

 At this point you should skip to the start of Step 3 
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No account found? 

 If the search did not find your organization and you tried different search parameters then there most 
likely is not have an account and you can move onto step 2b, creating a vendor account 
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STEP 2b: Create a Vendor Account 

 Navigate back to the Vendor Registration page and select Option 3  New Registration  
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 Complete all required fields that are marked with a red asterisk 

 Creating an account requires your organization’s Federal Tax ID  

 Your email address will be the main company email because you are the point of contact between your 
company and the B2Gnow system 

 Your main company email should be the username as well 

 Once all of the required fields are complete click next at the bottom of the page  
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 You can review the information you have provided and if necessary edit any incorrect fields 

 If all information is correct check the I would like to create an account in this system box and click 
next which is NOT the end of the registration process 
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The following notice will be generated when a vendor creates an account, and prior to submitting the 
MMSD vendor registration. Please note that the process of registering with MMSD is not complete. 

Dear “Vendor” 

Congratulations, you have created an account in our Contract & Vendor Management System!  To complete the 
full vendor registration process, you must now fill in and submit your Vendor Registration.  After logging in, 
click "Submit Registration" to the right of the "Dashboard" and follow the steps.  Your registration will not be 
complete until you have finished this process.  

Your login name is:   

Your password is:     

Please save this email for future reference. 

To login, visit  https://mmsd.diversitycompliance.com/  

NOTE: This notice does not imply any registration approval or contract award with MMSD.  It is only a 
notification that an account has been created for your organization in the B2Gnow system.  
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STEP 3.  Vendor Registration with MMSD 

 

 From this page you add commodity codes, indicate your SMWBE certification status and attach any 
relevant documents 

 If you want to be recognized as SWMBE certified then completely fill out the certification section and 
attach the necessary documents at the bottom of the page, otherwise check not applicable 

 This is also where you can add your company’s W-9 form 

 The commodity codes determine what procurement opportunities you receive notices about so it is 
important to be as accurate as possible 

 To begin adding commodity codes click the add commodity codes button 
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 In the commodity code page be sure to select codes from the NIGP set 

 

 You can type in the code and search for it or you can browse all general categories to try and find the 
code that best matches what your business offers 

 If you know the entire commodity code or just some of the numbers to it, it is best to type them in and 
click search (the numbers must be sequential) 
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 If you do not know the commodity code click browse and choose from the more general 3 digit codes  

 Click the 3 digit code to choose from the more specific (5 digit) codes in that category  

 If your company offers a wide range of services then it may be acceptable to select the more general 3-
digit commodity code 
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 You can also type in a description of the code in the search and codes with a matching description are 
displayed 

 

 
 

 

 
 
 
 
 
 
 
 

 
 
 



   MMSD Vendor Registration Using B2GNOW 
 

20 
 

 Regardless of how you found the codes, you click add on the right side of the list in the actions column 
to add the code to your business’ vendor information 

 After you have selected all of your company’s commodity codes click the return button at the top right 
which saves the codes to the registration and takes you back to the questionnaire screen 

 If you do not click return the commodity codes will not be saved or added to the registration 
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 Once all your codes have been selected you must then indicate your SWMBE certification status 

 Check the box(es) of the certification status that applies to your company 

 If your business does not fall under any of the SMWBE categories select not applicable  
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 After indicating your certification status you must attach any required documentation to validate the 
indicated certification status 

 Without the necessary documents your business will not be certified   

 If you want to be small business certified the first document you will need to attach is the small 
business eligibility statement that you must download, print, fill out and scan to be able to attach 

 The second form you will need to scan and attach is either an audited financial statement, tax return 
or a letter from an accountant verifying revenues of less than $2.5 million 

 To be a certified minority or women owned business you must scan and attach the certificate or letter 
of certification from a recognized certifying agency 

 In addition all applicants are strongly encouraged to attach their W-9 forms as well 
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 To attach the files click the attach link in the corresponding row 
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 A popup window will appear that allows you to add attachments  

 Click browse to locate the document that needs to be added 
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 After selecting the file to attach you can give it a title or a description 

 If a title or description was added click spell check before clicking attach file which will add the file to 
the registration 
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 After the file is uploaded you can attach more if necessary or you can close the window  

 To attach more click return to list which takes you back to the original screen where you can click 
browse to upload more files 
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 Once all above information and documents are provided fill out the signature section at the bottom and 
click spell check 

  Once the spell check is done click next 
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 From this page you can review your information one final time before submitting your form 

 If changes need to be made click any of the edit buttons.  

 If the information is accurate then check the ‘I am submitting this form with information that I 
understand to be correct and accurate’ box and click save & submit. 
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 At this point you must wait for an MMSD staff member to review the registration and give the final 
approval to be fully registered with MMSD 

 When a MMSD staff member reviews and approves your registration you will get a confirmation email  

 
 
 

After receiving this email the new vendor registration process is now complete. 


