MMSD Vendor Registration Using B2GNOW

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 VVendor
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

—

Information

» Govemning Body

» Wastewater Treatment
» Basement Backups

» Flood Management

» Water Quality Research
» Educational Resources
» Financial

» Procurement

» Rules & Regulations

Every Drop Counts

» Sustainability

» What You Can do to Help

» Rain Barmrels

» Downspout Disconnect

» Household Hazardous Waste

» Rain Gardens

About Us

el 1 " - .r:.'l.\r. ~f——
Contract and

éndor Managénﬁe t System

Vendor Registration

All District vendors are required to Register and submit a Vendor Application on the
District's website. By registering in the District's Vendor Registration system, your |
organization will receive procurement / notices via email. Registering your firm to receive |
procurement notices is a brief two step process.

Even when registered, vendors are responsible for checking the website and downloading
applicable Bids, RFP's, RFQ's, and addendums.

If you are an individual and not a vendor but wish to be notified of all procurement notices,
please email the procurement department with your contact information, full name,
address, phone, and email address and you will be added to the vendor notice database.

To continue with vendor registration, please select one option below. If you require
technical assistance while completing the application, please use our online support form.

Option 1 Option 2 Option 3

» Lookup Account to » New Registration

Renew/Update

Registration

¥ our firm is cumrently
registered and you do not
know your username and
password to access this
system.

» Login to
Renew/Update
Registration

Your firm is currently
registered and you know your
username and password to
access this system.

Your firm is not currenty
registered with MMSD.

After logging in to your account, you will be directed to the Vendor Registration
Application. You can also click the Submit Registration link on the right side of the first
page. If you're applying for SBE certification with the District you'll need to complete the
Vendor Registration and include the supporting documentation requested.
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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 1.D. number is the best method

Search by Business Name or DBA

Business Name/DBA I
Tip: Try just a few letters of the firm's name.

Search by Tax ldentification Number

Tax ID Number I

Tip: Must be 8 numbers; do not enter spaces or dashes.

Search by Contact Person

Contact Person First Mame: |

Tip: Use the first latter.

Last Mame: |

=) Only one section

Search by Contact Information neecls tO be ﬁ”ed

Email I
Tip: Try just part of the email address.

Phone Mumber | |

Fax Mumber | |

Search by Address

Address |1 23 evergreen terrace
City jmilwaukee

1.5, States/Provinces Canadian Provinces
State
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Step 2a: Confirming registration with MMSD

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

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

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

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

e 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

e Customer support can also be contacted to assist with this request to get access to the profile.

security purposes

Search Results
Business / Contact Person
sample test /

» John Pringle
E: notanemail@ sampletest.com

P: 111-111-1111 Ext. 1111 F: 111-111-1112
A: 123 ever green terrace, milwaukese, WI

Search by Business Name or DBA

Business Name/DBA l

Tip: Try just a few letters of the firm's name.

Search bv Tax Identification Number
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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.

e Once you are able to log into the B2Gnow system, check to see if your organization is registered as a
vendor with MMSD

e Todo this, you need to be logged in the B2Gnow system

e Ifitisyour first time logging into the system, a welcome screen will be displayed that shows tips on
how to get started in the system

mmm SO - Welcome to our system! & _

Our 3y318m is designed to make data gathenng simplier and faster. Please review the information below before continuing to ensure that you maximize your

w sSacurity

» Change your password immediabely it someone else setup your account.
anant. ey presson mus have their own account I yau da nol know how ba selup 2 user accounl, pliase contid s hiaegh h messaging system: Fom Be et mins, dick Message, fen

Navigating
w Al System ANchons are available rom the menu on the 1eR Just cick any of e topics to view Ihe subitems. This menu is wsiole at 30 bmes.
b will st sl this welcorne soreen is your dashbioard B provides a quick summary of your assigned records, and identifies ifimmediate adion is required

Finding Records
w It y0u need 1o ind 3 panicular record (CoNract vendor, user. cenification, the best place to Star is Search. From the |6l menu, click Search, hen select the ype of record you nead 1o ANd. For BPS 0N SeANCING the system,
download the Quick Guide ksted Delow.

Help & Support

» Download e suppor quide In POF format - Download Support Gulde.
» Dawninad M raining manual in FOF format - Download Trainin q Manual

= More help aptions are avalatie from the e menu under Help & Support, Including our onling nelp system, @ Forums module, and messaging 1ools.

[ Do not sihow this page again Confinug

Custurmmr Suppurt Hegme | Hale | Briok This Begs | Brink Te B0F

Al rights reservad. [Caritmnt

=

e Click continue once you have reviewed this welcome page which will take you to the B2Gnow
homepage
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e From the home screen click the submit vendor registration link in the configure section
e This will take you to a page where you can review the status of your vendor registration with MMSD

Your Dashboard Displaying records assigned to |your company ¥ Alerts
No Activated Alerts. View Pending Alerts.
My Certfication Applications sbnen|  her e
Status 0 o
My Certifications Active Pending Expiring System News
Status o 1} 1} New: Training Classes & Events ‘

Learn more about the system with our regular training classes and see upcoming events relevant to
your business.

From the left menu, select View > My Events or Help & Support > Training Classes
Training classes are posted weekly

Learn sbout the various system modules

Dive deep into specific functions

Classes are regularly repeatad

Training is live, no precanned videos

Connect online while at your desk

Class are available for vendors

» View avents & RSVP today

Techniq
An \seen reported with the new Internet Explorer @ Beta. This browser sometimes does
not display drop down menus due to a bug. Microsoft has not yet issued a fix, so we recommend
that users access B2Gnow with 1E7 or IE8 instead. A good online rescurce for removing [ES can be
found here.

Configure
Change Yo Submit Vendor Registration
Edit Your User Settings

Business Info

Profile Setup

List/Add Users

Main Contacts
Commodity Codes
EEQ/Workforce Comp.
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e This page will show the status of your registration with the MMSD in the status column

Vendor Profile: Vendor Registrations

Business Name: sample test

Main' General Infnl Public Prnﬁ\el Users' Commodity Cnrfes' Cnntacts' Employees

Cel‘liﬁcat\unsl Workforce Cumpusrtium’EEOl Registrations |

New Vendor Registration

Vendor Registrations

Actions Vendor Registration Status Date Submitted Submitting User Date Reviewed
Submit Delete WMMSD Vendor Registration Incomplete - John Pringle -
View Withdraw WMMSD Vendor Registration Pending Approval 6i26/2012 John Pringle -

If accepted your company is registered with MMSD

If pending approval then your registration is awaiting a review from a
MMSD staff member

If incomplete then your registration has been not completed or
submitted
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e |f the registration status is incomplete, then you must take steps to complete it in order to be registered

with the MMSD as a vendor
e To complete the registration, click the submit link in the actions column

Vendor Profile: Vendor Registrations

Business Name: sample test . . . .

Main | General Im’u' Public Pruﬁle' Users' Commodity Cudes' Cuntads' Emp\uyees' ACtlon requ"ed - C"Ck SmeIt

Cerliﬂcatiuns'Wurkfurce Cumpus’rt\unfEEOI Regislralion:l to View reglstratlon and
provide missing information to

New Vendor Registration complete registration

Vendor Registrations
Status Date Submitted Submitting User Date Reviewed
- MISD Vendor Registration Incomplete - John Pringle -
View Withdraw MMSD Vendor Registration Pending Approval Gi26/2012 John Pringle

?

No action is required.
an MMSD staff
member will review
registration.

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

e |f 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

Search Results

Your search parameters did not return any matches. Modify the information in the fields below and
click Search. Try using simpler and fewer terms. For example, instead of ACME Industries, Inc.,
just try ACME.

Search by Business Name or DBA

Business Name/DBA
Tip: Try just a few letters of the firm's name.

Search by Tax Identification Number

Tax ID Mumber I

Tip: Must be 8 numbers; do not enter spaces or dashes.

Search by Contact Person

Contact Person First Name: |shei|a
Tip: Use the first letter.

Last Mame: Icharn.:m
Tip: Try just the first few letters.

10
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STEP 2b: Create a Vendor Account

¢ Navigate back to the Vendor Registration page and select Option 3 New Registration

Contract and Vendor Management System

Vendor Registration

All District vendors are required to Register and submit a Vendor Application on the
District's website. By registering in the District’'s Vendor Registration system, your
organization will receive procurement / notices via email. Registering your firm to receive
procurement notices is a bnef two step process.

Even when registered, vendors are responsible for checki.  the website and downloading
applicable Bids, RFP's, RFQ's, and addendums.

if you are an indimidual and not a vendor but wish to be notifie.  f all procurement notices,
please email the procurement department with your contact ini - mation, full name, address,
phone, and email address and you will be added to the vendor n. e d=tabase.

-

To continue with vendor registration, please select one option . u require technical
assistance while completing the application, please use our online ot form.

Option 1 Option 2 Option 3

» Lookup Account t

“Registration " Registration

Your firm is currently Your firm is currently Your firm is not currently
registered and you know your registered and you do not registered with MMSD.
username and password to know your username and

access this

11
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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

12
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®» Rain Barrels

» Downspout Disconnect Should you have any questions or require additional information, feel free to contact the
Procurement Department via email at VendorHelp@mmsd.com or give us a call at (414)
» Household Hazardous Waste 272-5100. Thank you for your cooperation.

» Rain Gardens

Section 1: Business Lookup

Tax ID Number * Enter your firm's Tax ID Mumber and click Lookup to check if an
account already exists.

I33 333333

(Federal Tax ID, ¥ numbers, do not enter dashes or spaces)

Section 2: Business Information

Business Name * |[sample test

DBA Name |

Company Typa * ISoIe Proprietorship j

Company Ethnicity |Other 'I
Company Gender I Male = I

Section 3: Business Contact Information

Main Company Email * |natanemail@sampletest.com

Main Phone * 1 p1tn ext |

Main Fax * |1'i'| |11111'I2

Company Web Site |

Company Address * 123 street st.

City * |milwaukee

U.5. States/Provinces Canadian Provinces

Wl E I vI

Canadian Postal
Code

|53224 -| or |
Country = |UniledSiﬂtes 'I

Section 4: Company Contact Person

State/Province *

U.5. Zip Code
Zip Code/Postal Code *

Name *

(first, last nama)

Title ICEC

EmaillUsemame * i )
Inotanemail@sampletest.com

lJohn [Pringle

Phone Number * { )
[T it e |

( )
I111 I1111112

Fax Number *

Password requirements

Choose password * ||:n [TITTYLS

Retype password * I

Time Zone * | US{Central

13
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e You can review the information you have provided and if necessary edit any incorrect fields

If all information is correct check the 1 would like to create an account in this system box and click
next which is NOT the end of the registration process

Review Registration Information

Please confirm your registration information. If you need to make changes, click Edit in the
approprate table.

susness iy |f you need to edit
susness ot Information click
any of the edit
buttons

When all of the
information is accurate
check the box and then

click next

notanemail@samplete

14
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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.

15
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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 commaodity codes click the add commodity codes button

Vendor Registration: Submit Registration

Complete the form below. Fields marked with a red asterisk are required and must be answered to submit the registration. In the Commodity Code section below, you must select one or more codes
that best represent the products andlor senvices provided by your business. You will not be registered to receive email notifications until this application is complete

Note to certified firms: if you wish to be recognized by MMSD as a certified firm, you must be certified by one of the recognized agency and attach in electronic format the supporting documents
listed below. Failure to provide the required information and documentation will result in a process delay andior rejection of your registration.

* reguired ent
Vendor Registration 7

MName MMSD Vendor Registration

Description Register to do business with Milwaukee Metropolitan Sewerage District
User Email * vendor@b2gnow.com

Company Email * sales@b2gnow.com

Tax ID Number * 330897890 (Federal Tax 1D)

Company Type * Corporation E|

Commaodity Codes * Add Commodity Codes

Click the Add Commeodity Codes button to lookup and add commodity codes to the listthat represent the products and/or services provide
by the business

Commodity Codes Assigned to This Application:

No Codes Assigned

Certification 2
If certified as an SBE‘ MBE, OFWBE, indicate the MMSD While the District recognizes many S/W/MBE certifications, not all such certifications are listed below. If you have any questions please
recognized Certifying Agencylies * contact the 5/W/MBE Coordinator at (414) 272-5100.

Mot Applicable

MMSD Small Business Enterprise Cerlified
Minority Business Certified

Women Business Certified
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e In the commodity code page be sure to select codes from the NIGP set

search | [ Browse Codes

| NIGP: National Institute of Governmental Purchasing |+

e 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

e 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)

Commodity Codes: Search
|561 Search Browse Codes
|N|GP: National Institute of Governmental Purchasing j
Commodity Codes: Search
67 Search | Browse Cooes l Retum |
[NIGP Navonal instate of Governmental Puchasng =
120 of 24 recoeds Saplayed Previous Page < Page I@ > Mext Page
To gort, chhe on colymn taly.
Cods Type Cods Descnption Actons
nige Code Landing, Navigatsong. 482 LEE)
NS uding Tlevating Type) agd
wige 033567 |ance vatve Sprngs. et agg
wee  |06567 ! -
nae Al
woe  |07567 | Oute Cesion systarme poe
niae and Related Aessones Aag
— 11567 - —
NS | intrees) add
nige 1456? [0: Bone Plates. Bone Saws. Cast Cutters. Oriis. Add
nae 17567 iestors. Coon Plasters. Safety Pins. Suspensones Ay
g age
nae 19567 hers (For Conditioning Sod) Add
niae ng) Custem Add
niae 28567 [ Log
nge ring g
wige 5347 B Protogiapha | Datiudiag Mo Fims) ALz
nige 4547 Plastic Forming and Molding Supplies: Catalysts. Colorants, Mold Rele Add
Ll T436T Parhang Mo Cutback ASPASR. Mapus: Couring A4

17
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e If you do not know the commaodity code click browse and choose from the more general 3 digit codes

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

e |If your company offers a wide range of services then it may be acceptable to select the more general 3-
digit commodity code

Commodity Codes: Search

|NIGF‘: MNational Institute of Governmental Purchasing j

Browse Codes |

Commodity Codes: Browse

Code e | g |
003 ] |NIGP: Nasonal insstute of Govemmaental Purchasing =l
10
Code Type Code Description Actions

nige 15 i Add
nige ing Matenals. and Supches EEE)
nige 19 psrmeograph. and Spwt Duplesting Maching Supphies: Chemacals. Inks. Pager. etc. Add
Hige Graing Including Frurs. Malons. Muts. and Vegetables Asg
wige 20 Imalamaents, and Acessones (See Class 022 for Pants) azg
nige == = and Pans add
nige a2 Air Comprassors and Aitessones Add
nige [>T Aw Condoning, Heating. and s, [ Banz and (See Relsted ftems in Class 740) Add
nige 833 Airgralt and Awport. b M. Pamz. 308 Bupph Add
nigo oz Tors. ex Add

Commodity Codes: Browse

Top = 005

Search | Return

INIGP. National Institute of Governmental Purchasing

Code Type
NIGP
NIGP
NIGP
NIGP
NIGP
NIGP
NIGP
NIGP
NIGP
NIGP

Code
00505
00514
00521
o05z28
00542
00558
00562
00570
00575
00584

H

Abrasive Equipment and Tools

Abrasives, Coated: Cloth, Fiber, Sandpaper, =tc.
Abrasives, Sandblasting, Metal

Abrasives, Sandblasting (Other than Msetal)
Abrasives, Solid: Wheels, Stones, etc.
Abrasives, Tumbling (Wheel)

Fecycled Abrasives Products and Supplies
Steel Woal, Aluminum Woal. and Copper Woal

Code 005 was selected which is abrasives,
which takes you to this list of codes. This list
is all of the commodity codes that relate to
abrasive products and services.

18
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e You can also type in a description of the code in the search and codes with a matching description are
displayed

Commeodity Codes: Search

|hydrau|ic|

Search I Browse Codes

| MNIGP: MNational Institute of Governmental Furchasing LI

Commodity Codes: Search Help & Tools 3§

[hydrauiic Search |  Browse Codes | Retum

| NIGP: National Institute of Govemmental Purchasing =l

1 - 20 of 30 records displayed: Previous Page < Page 1 vI > Next Page
To sort, click on column title.
Code Type Code Code Description Actions

NIGP 03549 - - add
e S Hydraulic Systems, Aircraft add
NIGR 06061 . = 222
~ i Brake Fluid, Hydraulic add
NIGP 07073 ] - . Add
ioe = Hydraulic Systemn Components and Parts add
NiGP 12043 - r Add
— e Trailers, Dump, Hydraulic o
NIGP 40551 H 3 - - 5 add
e o Trailers, Hydraulic Elevating Type b
::g: :::f: Lifts and Hoists, Floor Type: Electric, Hydraulic, or Pneumatic ﬁ
NIGP 543525 Impact Tools, Hydraulic Powered (Not Road Building) Add
NIGP 54527 Jacks, Industrial: Hydraulic, Screaw, and Track Add
NIGP 54556 Post Straighteners and Pullers, Hydraulic Add
NIGP 55949 Hydraulic Systems. Rail Car Add
NIGP 56048 Liftars and Stackers, Hydraulic and Powared Add
NIGP 67016 Hydraulic Fusion Machine for Pipe Add
NIGP £9029 Controls, Electro Hydraulic (EHC) Add
NIGP 691 Power T issi i - i " Air and Hy Add

19
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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

Add was selected,
which displays this
prompt

Message from webpage

P Select codey
[ ]
Click, Feturn butkon when finished ta rekurn to record,

oK, | | Cancel

20
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e Once all your codes have been selected you must then indicate your SWMBE certification status
e Check the box(es) of the certification status that applies to your company
e If your business does not fall under any of the SMWBE categories select not applicable

— NotApplicable

™ MMSD Small Business Enterprise Certified =d belove If you have 2ny questions plaas= contact tha S/W/MEE
— Minority Business Certified
-
-

Certification

If certified as an SBE, MBE, or WBE, indicate the MMSD
recognized Certifying Agencylies +

Women Business Certified

Other:
I If you indicate that you are
Primary Certification Contact | certifiied the contact
Email | e information from the certifying
Phone I agency must be provided
Fax I

21
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e After indicating your certification status you must attach any required documentation to validate the
indicated certification status

e Without the necessary documents your business will not be certified

e 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

e 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

e 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

e Inaddition all applicants are strongly encouraged to attach their W-9 forms as well

Document List

be recognized by MMSD as a cartified SWMEE firm, you must b cartified by a recognized agency and attach in alactronic format the
tation will result in a process delay and/or rejection uF your registration. Some of the Fy are listed below: edllr certifications from other
basis. Contact us a¢ Ygndorigio@mmed com bafere your to if your certifi \(3) From agancias not listed balow will ba recognized.

Yomaen Business Developmant

VERY
IMPORTANT

Instructions

Document is Optional - To be recognized 2= 2 certified

S nee Small Business Enterprize with MMSD, you must [ S S A o el
dovnload, complete, and upload the Small Business

Eligibility Statement.

If you are not ready to sub
Save Draft. You vill ba ab

R ————— Document is Optional - To be recognized 25 2 certified

Attach Smazll Business Enterprise with MMSD, you must scan -(don-lm-nt-t:?m";;t-hhjndllb-dhplmd
N ; X R page,
= Documents are only and upload your Audited Financial Statement or Tax e
. . Return. A letter from an accountant / auditor verifying
optional if you d? not revenues of less than 52.5 million is also acceptable.
S want to be certified Document is Optional - To be recognized 2= = certified 0%
Minority or Women Business Enterprise with MMSD, you

must scan and upload your certificate or letter of

2t = Sl s certification from = recognized Certifying Agency. This  itached
deocument may include the date is u=d and/er
renewal/expiration date of your certification.

Attach W-9 Form Document is Dpti?nal - Applicants are encouraged to | jiached
submit their W-5 form.

22
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e To attach the files click the attach link in the corresponding row

Instructions for attaching files » show

Document

Small Business Eli

ity Statement

Audited Financial Statement

Certificate or Letter of Certification from a Recognized Certifying Agency

W-9 Form

Instructions

Document is Optional - To be racognized as = certified
Small Business Enterprise with MMSD, you must
download, complete, and upload the Small Business
Eligibility Statemeant.

Document is Optional - To be recognized as = certified
Small Business Enterprise with MMSD, you must scan
and upload your Audited Financial Statement or Tax
Return. A letter from 2n accountant / auditor verifying
revenues of less than £2.5 million is also acceptable.

Document is Optional - To be recognized as = certified
Minority or Women Business Enterprise with MMSD, you
must scan and upload your certificate or letter of
certification from a recognized Certifying Agency. This
document may include the date issued and/or
reneval/expiration date of your certification.
Document is Optional - Applicants are encouraged to
submit their W-9 form.

Download Status (decument sttachment status vill be displayed

orm

Download NOT attached

NOT attached

NOT attached

Download MNOT attached

on the next pags)
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MMSD Vendor Registration Using B2GNOW

e A popup window will appear that allows you to add attachments
e Click browse to locate the document that needs to be added

/& B2Gnow - Windows Internet Explorer _ O]

0htn:ls:_-"_-"mmsd.diuersitymmplian::e.mm_-"Cu:ummu:un_-'FiIErﬂanagement_-'Di|'E|:tLI|:|I|:|a|:IF‘|:||:|L||:|.asp?ZﬁID=8329&5E55iDn % l

=
Attach Files CLOSE WINDOW [X

eHELP
File Attachments ?
Mo files attached.

Refresh Table |
Attach Files e
Click the Browse button, choose a file from your computer, then click Attach File to upload. You may
only attach files one at a time and the maximum permissable size is 10.0 ME (megabytes)
Select File * | Browse...
File Title |
File Description ;l
Spell Check Attach File

Customer Support Help | Print This Page | Print Te PDF

Copyright © 2012 B2Gnow. All rights reserved.




MMSD Vendor Registration Using B2GNOW

e After selecting the file to attach you can give it a title or a description
e If atitle or description was added click spell check before clicking attach file which will add the file to
the registration

,é B2Gnow - Windows Internet Explorer M=l E

0htnas:_."_."mmsd.diuersit?mmplian::e.::um_."Cu:ummu:un_-"FiIErﬂanagement_."Di|'E|:tl_l|:|I|:|au:IF‘|:||:|u|:|.asp?ZﬁID=8329&5E55iDn % bl

[

Attach Files CLOSE WINDOW [X]
eHELF‘

File Attachments ?
Mo files attached.

Refresh Table |

Attach Files ?

Click the Browse button, choose a file from your computer, then click Attach File to upload. You may
only attach files one at a time and the maximum permissable size is 10.0 ME (megabytes)

Select File * |Y:\b29nDMFile for attaching.docx Browse... |

File Title |Type atitle in here

File Description Type the description in here =

Spell Check |  AttachFile |

Customer Support Help | Print This Page | Print To PDF
Copyright & 2012 B2Gnow. All rights reserved.
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e After the file is uploaded you can attach more if necessary or you can close the window

e To attach more click return to list which takes you back to the original screen where you can click
browse to upload more files

/& B2Gnow - Windows Internet Explorer O] x|

0 https: /fmmsd. diversityocompliance..com /Commaon FileManagement /DirectUploadSuccess. asp X ID =27 3485essi0 @

File Uploaded CLOSE WINDOW [X]

e HELF

File Details

The following file was successfully uploaded. Click Return to List to upload more files or manage the
uploaded files.

File Title Type a title in her

Filename File_for_attaching(1).docx

File Size MN/A

File Description Type the description in here

RetumtoList |  Close Window |

Customer Support Help | Print This Page | Print To PDF

Copyright & 2012 B2Gnow. All rights reserved.
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e Once all above information and documents are provided fill out the signature section at the bottom and
click spell check
e  Once the spell check is done click next

SSoatue

Signature * John Pringle

(type your name)

Your Title * President

Your Organization * sample test

Today's Date * 6/26/2012 [z e —

( Spell Check | Mext ‘\ Cancel
AN W/
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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.

Certification
If certified as an SBE, MBE, or WBE, indicate the MMSD recognized  Not Applicable
Certifying Agencylies
Primary Certification Contact

Email

FPhone

Fax

Document List
Documen it Stat

Small Business Eligibility Statement Mot Attached

Audited Financial | Statement Mot A =d

Certificate or Letter of Certification from a Recognized Certifying Agency Mot Attached

W-9 Form Mot Attached

Signature

Signature John Pringle

L President If all information is
QOrganization sample test

Signature Date 6i26/201 CorreCt

| am submitting this farm with information that | understand to be correct and accurate.

Edit | Save & Submit Save Draft Cancel

Customer Support Home | Helo | Print This Page | Brint To PDF

Copyright ® 2012 B2Gnows All rights reserved.
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e 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
e When a MMSD staff member reviews and approves your registration you will get a confirmation email
Dear John:

Your Vendor Registration has been approved.

Form Name: MMSD Vendor Registration
Business: sample test

Contact: John Pringle

Submission Date: June 26, 2012

Review Date: July 5, 2012

Expiration Date: July 5, 2013

MMSD appreciates the opportunity to conduct business with a variety of vendors and suppliers.

Your approved Vendor Registration will expire on July 5, 2013. A current Registration is required to successfully match your business qualifications to opportunities. Once approved, Registration cannot be changed; if there are any
material changes to your business, please submit a new record.

View Registration: https://mmsd.diversitycompliance.com/?G0=1153

We appreciate your prompt reply. Thank you for your continued interest in MMSD.

If you have any questions please email us at mmsd@diversitycompliance.com.

Milwaukee Metropolitan Sewerage District Office of Procurement & Contract Management
260 W Seeboth St

Milwaukee, W 53204

Phone: 414-272-5100

mmsd@diversitycompliance.com
https://mmsd.diversitycompliance.com/

This message was sent to: "John Pringle" <h2gtest@mmsd.com> Sent on: 7/5/2012 2:11:01 PM System ReferencelD: 8471545

Use the vendor search tool to find over 100,000 certified firms.

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